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On average listings these 8 features, combined, 
save hundreds of motions every hour. The more 
of these features a machine has, the more time 
and effort will be saved every hour the machine 
is in use. Isn’t it reasonable, then, to get the only 
adding machine that combines all 8 features- 
the National? Call the local National factory 
branch, or dealer, for a demonstration on your 
own work. Models and prices to fit your needs. 
(There’s absolutely no obligation.) move. soma 
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i. AUTOMATIC CLEAR SIGNAL 2 SUBTRACTIONS IN RED 3. AUTOMATIC CREDIT BALANCE 4. automatic space-ur oF TAPE 5. LARGE ANSWER DIALS 
Gives automatic printed proof of Can never be mistaken for addi- ‘'Minus'’ total computed auto- Tape automatically moves up to Always show the running told 
whether or not machine was __ tions. Red figures stand out even matically and printed with only tear-off position when total is in large numerals. No eye stroit. 
**clear’’ when first amount was after being ‘‘checkedoff’’ontape. one touch of total bar. Prints in printed. Saveseffort, time, poper. Permit use of machine withou! 
listed. There's never any doubt! red with CR symbol. tope. 
For your nearest National branch 
office or National adding machine 
dealer, consult the yellow pages 


of your Telephone Directory. 
en Seip aa caucuses 7" 


6. casv-Toucu KEY ACTION 7. 8. aueced- purty construction e 
Soft, yet positive (cigarette Key arrang Pp de- Built to give longer life at lower ' 
doesn't even wrinkle). Several pressing two keys in same col- cost. All working parts double 
keys may be pressed at once. umn at same time. Amounts vis- _rust-proofed. Compact for desk 
All ciphers print automatically. ible until added or subtracted. use. 


THE NATIONAL CASH BEGISTEB COMPANY, DAYTON 9, OHIO 


ADDING MACHINES + CASH REGISTERS 
ACCOUNTING MACHINES 
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REGISTERS 


This picture can 


cut your office overhead... 


...if you see the 


dealer who features 


The picture shows a portion of an office that is completely equipped 
with Steelcase furniture. Your Steelcase dealer can translate that pic- 
ture into benefits for you. He can show you how Steelcase saves val- 
uable floor space, speeds up work flow, increases efficiency and improves 
morale. Steelcase is more than a name—it’s a principle of efficient 
engineering. Interchangeable, standardized parts provide complete 
flexibility to changing work requirements. Beautiful, modern colors 
and finishes make surroundings more attractive. Everything is de- 
signed for comfort and convenience. Your Steelcase dealer is an expert 
on economical office engineering. See him! Now! 


@ Look for Steelcase in the classified 
section of your telephone directory. 


For new ideas in office planning, write for ‘Tooling Up Your Office’’ STEeE pei Ls 
METAL OFFICE FURNITURE COMPANY, Grand Rapids, Michigan 
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A TRULY FINE OFFICE 
DOES SOMETHING FOR A MAN! 


When you stop to consider that the majority of your The foregoing is not news to Macey-Fowler, for we ham 
waking hours are spent in business activities, it’s just plain been engaged in creating fine executive offices for many 
common sense to have your surroundings as pleasantly con- years . . . and, for the finest and largest firms in the country, 
ducive to work as possible. An office that’s smart, brisk and Right now, at our new showrooms, you can see typical offices 
trim in appearance, and efficiently laid out inspires con- set up in “model room” displays. Whether your tastes ar 
fidence in visitors, and gives you great personal satisfaction. towards the modern or traditional, you can see and “be in” 
Have you ever considered this? the office that can be yours. 


If you can’t visit in person, we'll be glad to send you our handsome illus- 
trated catalog and brochure of model offices. Address your request to— 


e Ma cey~ lowler 


305 EAST 63rd STREET «© tempteton 8-5900 « NEW YORK 21 
BOSTON SHOWROOM: 150 CAUSEWAY STREET 


_ Fine Executive Furniture in Both Wood and Steel 
4 OFFICE MANAGEMENT AND EQUIPMENT July, 1952 
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OFFICE 


Office Methods, Equipment, Personnel, and Purchasing 
Sponsor of the “Office of the Year” Awards 
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Basic Filing 


HERE and there in offices one still 
finds in use one of the primitive filing 
devices pictured above. 


Careless clerks quite frequently im- 
paled themselves on these spikes, but 
aside from that there was little criti- 
cism of the device. It kept records of 
one sort or another safely in one 
place, and papers on it were acces- 
sible for inspection. And certainly 
you could not lose the device itself— 
it was quite visible wherever placed. 


Did you want to give yourself an 
inescapable memo? Scribble it down 
and stick it on the spike. Did you 
wamt to insure that your bills, re- 
ceipts and other written records 
would stay in one spot and yet not 
be buried? Here was the place for 
them! 


There is much more to filing nowa- 
days—in the really modern office it 
has become a matter of truly scien- 
tific concern involving skilled plan- 
ting and direction, and lots of fine 
equipment, as at Lever House, New 
York. See page 22. 
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Attracting Executive Material (Editorial ) 
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Cost-Cutting Controls in Records Management 
By Emmett J. Leahy and Arthur Barcan 


Semi-Annual Index—January through June, 1952. 
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chief clerks and other influential business ditectors—at‘a cost per reader way below «ha; of any other be th 

he 7 oe te 7 , f a 

Specialized business publication—and with absolutely no waste circulation, ‘isa 

OFFICE MAN AGEMENT & EQUIPMENT will cooperate im mae Ways with advertisers... situ 

ee? your campaion and save costs gi! along the line. Write far further deteils, “ae : “we 
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PLAN OFFERED FOR 
MEASURING EFFICIENCY OF 
TABULATING EQUIPMENT 


A plan for measuring the effective- 
ness of punched card equipment—one 
which compares actual job time to 
standards obtained through time stud- 
ies, and which quickly spots inefficient 
machinery or snags in a firm’s tabu- 
lating system—was outlined recently 
by Raymond Hunt, senior methods 
gnalyst of the Prudential Insurance 
€o. of America, Newark, N. J. He 
explained his measurement program 
to members of the Insurance Account- 
ing and Statistical Association at their 
convention in Cincinnati. 

The plan, as conducted at Pruden- 
tial, has increased combined machine 
eficiency about 20 per cent, while cost- 
ing less than 1 per cent of the running 
expense of the company’s machine de- 
partments, Mr. Hunt reported. 

The standard to which work of the 
departments is compared—one called 
“equired time”—consists of a “hand- 
ling time” standard plus a “machine 
time” standard. 

Time spent setting up a machine, 
testing it or performing any manual 
function in connection with it, is 
handling time. Each type of tabulat- 
ing machine has its particular handling 
time standard, Mr. Hunt said. Those 
used at Prudential were reviewed by 
Management and operating personnel 
and found reasonable. They are: tabu- 
lator, 9 minutes; calculator, 3 minutes; 
feproducer, collator, and summary 
punch, 2 minutes each; interpreter, 
1% minutes, and sorter, 1 minute. 


MACHINE TIME STANDARDS 


Machine time standards on sorters, 
feproducers and interpreters are con- 
Stant-—60 cards a minute. Tabulator, 
calculator, and collator standards vary 
with the job. One calculator, for ex- 
ample, processes 3,000 cards an hour 
Of one job and only 500 an hour on 
the next. 

On weekly reports, Mr. Hunt said, 
the total required time for each ma- 
thine is compared with the actual time 
Reeded to complete the week’s work. 

Also, by listing time for breakdowns 
and inspections, the remaining “avail- 
able time” of each machine can be 
compared to its actual working time, 
quickly showing how long equipment 
femained idle. 

A typical weekly report may show 
that Machine 1 had extremely low 
Wage. “In probing for answers in 
Situations like this,’ Mr. Hunt said, 
“we have found the low usage fre- 
@uently caused by poor location of the 
Machine, or a reluctance on the part 
of Operators to use a machine with a 
high percentage of breakdown.” Ma- 
thine 2 may show a low ratio of theo- 
fetical time to reported time. “This 
condition,” Mr. Hunt went on, “indi- 
fates that the jobs processed on this 
fbulator require a large amount of 
Mandling time. The excess handling 
Mme could be caused by poor proced- 
tres, lack of test decks and set-up in- 
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COBWEBS IN THE 
THINK TANK 7 


Call it weariness, mental fatigue . . . or 
just the time of day . . . when you find 
yourself floundering on the job and 
want to wake up—GO WASH YOUR 
FACE. You'll be surprised how quickly 
your tired muscles and jangled nerves 
respond to soap and water and a rub 
with a fresh, absorbent cotton towel. 


COTTON TOWEL SERVICE 


No investment required. Get com- 
plete service on a low-cost basis. 
Under “Towel Supply Service” or 
“Linen Supply Service" in the tele- 
phone book, you'll find your sup- 
pliers—call them today! 


You can rub and rub to your heart’s content—even with a heavy beard, cotton 
towels will not shed or leave a trail of residue on your skin. 

WHAT PICKS YOU UP, PICKS UP YOUR EMPLOYEES. When you 
provide clean cotton towels, workers get added benefits from their rest periods. 
Watch efficiency, production, and morale climb when “Cotton Fresh-Up” is 


on the job. 


and NATIONAL COTTON COUNCIL 
22 WEST MONROE STREET, CHICAGO 3, ILLINOIS 
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Federal Specializes [y= 
in COMPLEX a! 
Business Forms & | 
including gaily 


Federal designs and prints forms to -_- - 
solve your business problems. 

We specialize in complicated carbon- 
interleaved sets of all sizes and 
combinations of sizes. And because ‘ 

we use only the fastest, most modern : ? 
machines available, you can depend om a 
on us for finer precision-printing — ee —— 
and prompt delivery. Federal prices 6h ES 
are attractive. Why not have us 


quote on your next job? an 


FREE FORMS FOLDER Federal Business Products, Inc, 
DEPT. A 
90 Gold Street, New York 38 


H] Send me your free illustrated folder, “Short Cuts in 
voucker and peyroll — Business Forms” 
 checks...cpot carbon ond NAME 


city. 2008... WATE... 


KEvERAL - 


business Frowucrs, swe. 90 GOLD ST. . NEW YORK 38 * CO 7-8850 


PRINTERS OF BUSINESS FORMS SINCE 
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structions, or lack of operator trajp. 
ing.” Machine 3, however, may ind}. 
cate a satisfactory ratio between theo. 
retical and reported time, and a work 
schedule arranged to allow time for jp. 
spection. 

“The weekly report does not tell ys 
what the trouble is, but it does help to 
isolate the problem and pin it down to 
a particular machine,” Mr. Hunt ex. 
plained. “It may then be necessary to 
review the jobs processed on that ma 
chine.” 

Monthly reports at Prudential are 
used to compare recurring jobs, the 
speaker said. Here again, any wide 
discrepancy between theoretical and 
actual time is quickly apparent. A 
typical report may show sorting, col- 
lating and calculating to be satisfac- 
tory, but tabulating on a particular job 
taking as much as 150 minutes too 
long. Study of such a trouble-spot, 
Mr. Hunt said, may reveal: “1) Lack of 
detailed instructions concerning the 
job. 2) Lack of, or failure to use, test 
decks. 3) Poorly designed forms with 
little or no tolerance in the printing 
areas.” 


BENEFIT TO MANAGEMENT 


In addition to weekly and monthly 
reports, certain resulting statistics of 
this plan can benefit the work of top 
management, Mr. Hunt said. He 
named four ratios, compiled from 
monthly reports, which inform Pru- 
dential executives of the overall status 
of their tabulating departments. These 
ratios are: 

1) Machine usage. This ratio of re- 
ported time to available time indicates 
the relationship of the actual work 
load to the potential work load and 
reflects the amount of reserve Ca- 
pacity. Increasing or decreasing work- 
loads may be anticipated by following 
month to month trends. 

2) Machine operating rate—the fa 
tio between actual and theoretical time 
for a month’s work. Reviewing the 
figures from month to month can de 
termine whether a section’s overall 
efficiency is improving or remaining 
static. 

3) Scheduling and procedure effi- 
ciency. This ratio between handling 
time and machine time highlights 
those installations where work is prot- 
essed in small batches, and indicates 
sections where savings could probably 
be made by studying their scheduling 
and procedure problems. 

4) Attained machine output—a com- 
parison of the time machines actually 
ran to the total hours a machine was 
logged in for work. If a machine was 
logged in under “machine usage” for 
70 per cent of the available time, but 
ran only 60 per cent of time logged, 
the machine was actually producing 
work 42 per cent of the time available. 

Other advantages stemming from 
this measurement plan, according to 
Mr. Hunt, include: knowledge of 
which jobs are more economical man- 
ually, and which are more adaptable 
for punched-card methods; rearrange 
ment of report deadlines, thus reduc- 
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food office furniture is like good factory tools 


600D metal business 
furniture is @ 
GOOD investment 


OGF Co. 1952 


MODE-MAKER DESKS - GOODFORM ALUMINUM CHAIRS - 
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MERICA LEADS THE WORLD in in- 
dustrial production, not because 
American factory workers put forth 
more human energy in their jobs, but 
because of better tools and methods. 


The same idea can be true of offices. 
Good metal office furniture such as 
Super-Filer — the mechanized file, 
Goodform Aluminum Chairs, cor- 
rectly adjusted to the individual, and 
Mode-Maker desks, properly fitted 
to the job, will get a great deal more 
work done in any office without the 
expenditure of more human energy. 


Not only will GF modern metal 
business furniture increase office pro- 
ductivity, but it will promote better 
employee health and morale as well 
as improve customer prestige. 


It costs you a minimum of $30,000 


per average office employee in salary, 
floor space and general overhead, in 
any 10 year period — the normal 
period during which office furniture 
is charged off the books. Wouldn’t it 
be a wise investment to provide that 
employee with good office “tools” so 
as to increase your return on the 
$30,000 fixed expense? 


It will probably cost between 1% 
and 2% of this fixed expense to com- 
pletely re-equip your office with good 
metal office furniture that would 
quickly pay for itself and provide 
big dividends thereafter. 


Get the facts so you can decide 
whether good metal office furniture 
would be a good investment for you. 
Call your local GF distributor or 
write The General Fireproofing Co., 
Dept. 0-7 Youngstown 1, Ohio. 


FIFTY YEARS OF PROGRESS 


GENERAL FIREPROOFING 


Foremost in Metal Business Furniture 


METAL FILING EQUIPMENT - GF STEEL SHELVING 
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444” DESK PEN SET 


ALWAYS READY TO WRITE... 
AND WRITES FOR MONTHS 
WITHOUT REFILLING! 


TO SELECT OR 
REPLACE... HERE’S 
ALL YOU DO 


f 


Finger grip =, 
' never touches ink. | 
\ (No chance for ink i 
te touch you. 7 


Zp 
ea 


"Ink-Locked” 
against accidental 
spillage. Can’t leak. | ; 
Won't flood. a 
/ 40 times more 
! ink than ordinary 

fountain pen desk 
|. sets. Easy to 
; clean as a 
“saucer. 


\ 


: 


Single and double sets in service and executive models to harmonize with any desk. 


CHOOSE 


THE RIGHT POINT FOR THE WAY YOU WRITE 


Only a few of the more popular points shown, All points instantly replaceable in case of damage. 
ASK YOUR STATIONER FOR A DEMONSTRATION 


The Esterbrook Pen Company, Camden 1, New Jersey 
The Esterbrook Pen Company of Canada, Ltd., 92 Fleet St., East; Toronto, Ontario 


1952, THE PEN COMPANY 
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ing monthly and quarterly “peak 
loads”; ability to “forecast needs by 
noting trends”; ability to be more fag 
tual in discussions with repair or ser. 
vice men about breakdowns or inspec 
tions; development of “mechanicaj 
costing procedures” for tabulating 
work, and determination of staff re. 
quirements and operator rate of pro 
duction. 


DEFENSE CONTRACTORS 
MAY HIRE UNDER-18 
OFFICE WORKERS 


Defense contractors hit by the cur. 
rent shortage of stenographers and 
typists have been assured that they 
can hire girls under 18 as office work. 
ers despite the Walsh-Healey Public 
Contracts Act ban on the employment 
of girls under 18 and boys under 16 
as production workers on government 
contracts. 

In New York, Frank J. Muench, 
regional director of the U. S. De 
partment of Labor’s Wage and Hour 
and Public Contracts Divisions said 
defense contractors in need of sten- 
ographers had asked Wage-Hour 
officials if any exemption existed 
which would allow them to hire girls 
under 18. 


He pointed out that under rulings 
and interpretations made by the Wage 
and Hour Administrator, employees 
engaged exclusively in office work re- 
lating generally to the operation of 
the business, and not engaged in the 
production of materials, supplies, arti- 
cles, or equipment required by the 
government contract, are not under 
the child-labor limitations of the act. 
Office girls, under 18, however, can- 
not be employed part-time for stock, 
shipping, or production work on de- 
fense contracts. 

Of 21,035 girls graduated from New 
York City high schools in 1950, 
13,516 were under 18, according to the 
Board of Education of that city. Office 
managers have reported these recent 
inexperienced girl graduates are about 
the only stenographic help now avail- 
able. 


Mr. Muench pointed out that of 
622 defense contractors in New York 
and New Jersey inspected during 1951, 
22 firms were found to be employing 
68 girls under 18. These 22 firms 
paid liquidating damages in the amount 
of $28,208 to the Treasury for the 
illegal employment of minors. Dam- 
ages are assessed at the rate of $10 per 
day for each minor so employed. 

Employers accepting public con- 
tracts were advised to protect them- 
selves against child-labor violations by 
keeping on file for each minor an 
age certificate showing that all male 
minors are at least 16 and females 
on production jobs at least 18 years 
of age. 

The Walsh-Healey Public Contracts 
Act set minimum wages, overtime, and 
child-labor requirements for all gov- 
ernment contracts in excess of $10,000. 
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aia Business is sold on IBM Electric Typewriters because 
or the |... they turn out consistently beautiful work . . . they 

Dam- s 

$10 per | ae the easiest of all to operate... they save energy, save 
d. 


IBM, Dept. MG-4 
time, save money. 


590 Madison Ave., New York 22, N. Y. 
c cone 
- them- 
ions by 


nor af 
11 male 


oO I’d like to see a demonstration of an 
IBM Electric Typewriter. 


[] Please send descriptive folder. 


females vaaoe sana 
8 years 


“|| Electric Typewriters 


Name. 


Company. 


INTERNATIONAL BUSINESS MACHINES Addr 
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another reason why if pays 


to use (dliquaohic 
Registers! 


Durographic Carbon, developed by the 
originators of the autographic register, is 
a completely different product. One sheet of 
Durographic Carbon outlasts a full loading of 
register forms. Once carbon is inserted, it is 
not touched again until all forms in the regis- 
ter are used. 


SELF-RENEWING 


Ink flows back into indentations after each 
write, presenting fresh carbon surface. M ee . F r 
This durability is the result of impregnating 


the Durographic paper with a special ink 
which automatically flows back into the pencil 
indentations after each write. This feature 
provides a self-renewing carbon surface. Only 
users of Autographic Registers enjoy this 
a exclusive advantage which, together with 

DURABLE many others, makes the Autographic the 
One sheet outiasts a full loading of regis- most convenient register for handwritten 
ter forms. records. 


ERASURE- WRITE FOR NEW FREE BOOKLET 
aie - fully describing Durographic Self- 
» Seer pares Renewing Carbon and its many 
Sheeente: advantages. Or ask your Auto- 
cords. 


graphic representative. 


i] 
Lu 


AUTOGRAPHIC REGISTER COMPANY 
2I11 7th Street, Hoboken, New Jersey 
Founded 18863 
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BOOKS AND PAMPHLETs _ 


ea 


An indication of the substantial 
sums being invested in employee re. 
tirement plans is shown in a special 
report on the highlights of 61 corpora. 
tion retirement plans compiled by the 
Employee Benefit Plan Review, 16 
W. Jackson Blvd., Chicago. Approxj- 
mate 1951 retirement plan cost figures 
and total assets of the retirement funds 
for these firms are shown, plus em. 
ployee contributions in cases where 
the plan is contributory. No charge 
is made for the publication. : 

Dictaphone Corp., 420 Lexington 
Ave., New York, publishes a friendly, 
didactic, bi-monthly booklet called Its 
Said and Done. Free for the asking, 
this 8-page pamphlet discusses cur. 
rently pertinent topics—religion, de- 
mocracy, communism—and entertain- 
ingly gets a word in for Dictaphone 
products. 


How to Design a Letterhead, a book- 
let-portfolio published by Parsons 
Paper Co., Holyoke, Mass., presents 
management with an explanation of 
fundamental stationery design. Includ- 
ed in the portfolio are examples of let- 
terheads in use in companies through- 
out the country. 

Some basic considerations the book- 
let discusses include the personality of 
the company, the type of audience that 


Letterhead booklet and samples 


the company will reach, the “feeling 
of company integrity,” the letterhead’s 
advertisement function, size of the de- 
sign, selection of type faces, and the 
color, form and texture of the paper. 

The text and enclosed examples are 
all the work of Lester Beall, graphic 
arts designer. Of the ten letterheads 
he includes, two are three-color, two 
are two-color and four are in one color. 
Only one of these is black, an engraved 
job for a firm of attorneys. 

The portfolio is available at no cost 
from the Parsons Paper Co. 


How a large company mechanized 
its payroll department is described m 
a new pamphlet published by Reming- 
ton Rand Inc., 315 Fourth Ave., New 
York. The pamphlet, P 
Punched-Card Expansion, uses as 4 
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Free to Purchasing Agents: A condensed 
4-page summary of the Southern Rail- 
way’s Purchase Order system, “before 


on the 


SOUTHERN 
RAILWAY 
SYSTEM 


e@ By doing away with a system that called for the entering in ledgers 
and filing of purchase orders and invoices in bulky, bound volumes, 
the Southern Railway System has reduced clerical work hours in their 
Purchasing Department more than 35%. Also, they’ve made vendor 
account information much more easily accessible for executive review. 
Here’s how simply their new system operates: 


1. All invoices and correspondence on each purchase order are ac- 
cumulated in one Remington Rand Visible-Tipped Follow-Up 
Folder. This folder is so designed that the heading, clipped from 
an order copy, can be inserted in the visible tip as a label showing 
vendor’s name and order number. 

2. Accounts are divided into five major alphabetical groups. Each 
group is handled by one clerk who specializes on those particular 
accounts. Folders are filed according to the Remington Rand 
Variadex System (for utmost reference speed), in two desk- 
height Remington Rand Filing Cabinets, one on each side of the 
clerk’s'work table. 

3. As each order is completed, papers are placed in an ordinary 
folder and transferred to an inactive file. The durable Visible 
Tip Folders are re-used again and again for new, active orders. 


The money saved by Southern through not having to bind their 
orders will pay for their new, efficient equipment in a short time. But 


their greatest gain is a smoothly operating purchase order routine 
under close administrative control. 


Management Controls Reference Library, Room 1217 
315 Fourth Avenue, New York 10, N. Y. 


Please furnish free copy of “Simplified Purchase Order Control” (SN 768). 


Fee leiehehe ett tte ee 


and after”, with step-by-step description Name Title. 
of its many economies, which may be Company 
applied to your own procedures. Address 
City. Zone. State 
Sr ee ee ee eee e ences enesnnnn ----- aanaad 
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BOOKS AND PAMPHLETs 
(Continued) 


es 


case history the Pesco Products Diy. 
sion of Borg-Warner Corp., Cleveland, 

That company originally used tabu 
lating equipment for its labor cost 
distribution functions, according to the 
pamphlet. Job cards used in the taby 
lating machines were then applied to 
payroll procedures. Progressively, 
punched card equipment was used to 
prepare the entire payroll. 

Remington Rand machines at Pesen 
Products handle payroll registers, 
checks, statistical records, sales analy. 
ses, social security and personnel rem 
ords, and seniority rosters. Accounts 
payable and receivable work was added 
to the tabulating machines’ duties after 
the reorganization of the payroll de 
partment. 

The pamphlet is available without 
charge, by writing Remington Rand 
for Systems S-1770. 

Another booklet recently issued by 
Remington Rand, Best by Test, pre- 
sents a case history of the credit de 
partment of Gimbel Bros. department 
store, Philadelphia, following its im 
troduction of Remington Rand's 
“Cycle-Matic” visible index billing sys- 
tem. 

Gimbels compared conventional 
filing with the visible index system for 
a period of one month. The brochure 
describes the resulting comparisons, 
and charts the Philadelphia store’s 
complete credit and collection system. 

Copies of the booklet are available 
at no cost from the retail and whole- 
sale division of Remington Rand. 


Lighting for Industry is a new 96- 
page informational handbook published 
by Holophane Co. Inc., 342 Madison 
Ave., New York. The book deals not 
only with most phases of indoor and 
outdoor industrial illumination, but 
provides explanations of _ scientific 
lighting terms such as_ footcandles, 
lamp depreciation and interception as 
well. 


Each lighting problem is presented 
in terms of fundamental principles, 
actual equipment needed, and most ad- 
vantageous applications. Every sub- 
ject is illustrated with technical dia- 
grams, sketches, charts and _ installa- 
tion photographs of Holophane equip- 
ment in use. The manual is available 
from its publishers at no cost. 


A folder containing instructions and 
recommendations on the care of as- 
phalt tile floors has been released by 
the Asphalt Tile Institute, 101 Park 
Ave., New York. Its suggestions cov- 
er washing, waxing, sweeping, and 
recommended floor-protection devices. 

The pamphlet, entitled How To 
Maintain Asphalt Tile Floors, states 
that an occasional washing with di 
ulted warm suds, or good neutral soap 
or cleaner, is all that is needed to keep 
such floors clean and attractive. It cau- 
; (> Pvmnd Maelo jp to 
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Get the inside story 


before you buy any dictation system 


When you bought your last car you looked “under the hood.” 
And we urge you to do just that, before buying a dictation 
system. It tells you why AupocrapPH’s uncluttered, func- 
tional interior gives better performance. And why versatile 
AupocRAPH increases office output up to 30%. 

This superb engineering explains why AupocraPH is low- 
est in cost of operation and in maintenance cost—as well as 
lowest in purchase price. You can flip up AUDOGRAPH’s cover 
in a moment... look things over. That clean, streamlined 


AL inte mn Wee 


AUDOGRAPH sales and service in 180 U.S. cities. See your 
Classified Telephone Directory under “Dictating Machines.” 
Canada: Northern Electric Co., Ltd. Abroad: Westrex Corp. 
(Western Electric Co. export affiliate) in 35 countries. 


assembly means easier, less expensive service. Service report 


. zecords prove it! 


With Aupocrapn, you'll soundwrite sales reports, memos, 
conferences, at your convenience. You'll double capacity for 
business action. 

And Aupocrapn’s features make it a pleasure to operate. 
Disc holds a full hour’s dictation. Single-lever control means 
no difficult adjustments. Many other exclusives, too. For the 
full story send the coupon today. 


The Gray Manufacturing Company, 
Hartford 1, Connecticut 

Send me Booklet §-7 
“Manpower—starts with YOU 


” 


Audograph is made by The Gray Manufacturing Company 
established 1891—originators of the Telephone Pay Station. 
TRADE MARK “AUDOGRAPH™ REG. U. 3, PAT. OFF. 
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Uarco’s Encyclopedia 


of Business Forms 
for Purchasing 


If you saw this book in a store, 
you'd buy it—it’s that worth- 
while. 

There’s no advertising in its 
38 pages; just sound informa- 
tion. The shirt-sleeve kind you 
want to have about Purchasing 
Forms. 

Uarco has analyzed the eight 
basic Purchasing Forms... Pur- 
chase Requisition, Request for 
Quotation, Purchase Order, etc., 
and listed for each: what the 
form is, why it’s used, where it 
originates, distribution of 
copies, details of design . . . and 
backed up each with page-size 
illustrations of the form. 

If you have a question about 
Purchasing Forms, any question, 
you just have to turn to the right 
page to get the answer! 

Factories: Chicago; 

Cleveland; Oakland; 
Deep River, Connecticut; 
Watseka, Illinois—Sales 

Representatives in all 
principal cities, 


INCORPORATED 


Business Forms 


Uarco Offers You This 
Important Book Free 


Pin this coupon to your letterhead 


and mail for your free copy 


yl W).. 


Lae j\ 


LARCO 


UARCO INCORPORATED 
Room 1620, 141 W. Jackson Blvd. 
Thicago 4, Illinois 


Please send my copy of Uarco’s Encyclopedia 


of Purchasing Forms. 


FONG ccstsnecasecncecévece Title. ccccecces 
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BOOKS AND PAMPHLETS 
(Continued ) 


tions against the use of waxes contain- 
ing such solvents as benzine, recom- 
mending instead water emulsion waxes. 
Varnish, laquers, shellac, or other 
plastic finishes should not be used on 
asphalt tile either, the folder says. 


Techniques for the filing of micro- 
film records by means of jackets or 
IBM cards is described in a new book- 
let, New Horizons With Microfilm, 
issued by Filmsort Inc., Pearl River, 
N. Y. Containing case studies of oper- 
ational filing by industry and govern- 
ment, the booklet claims that use of 
the new “microfilm cards” reduces 
space requirements by 75 per cent and 
cuts look-up time to a minimum. 

The book is available at no cost. 
Write Dept. N, Filmsort Inc., Pearl 
River, N. Y. 


McGraw-Hill books dealing with office 
management are listed in that company’s 
new catalog of its publications. A brief 
résumé and description of the tables of 
contents are given for Design and Control 
of Business Forms by Frank M. Knox, 
the Textbook of Office Management by 
William H. Leffingwell and Edwin M. 
Robinson, Records Management and Fil- 
ing Operations by Margaret K. Odell and 
Earl P. Strong, NOMA's Manual of 


Practical Office Short Cuts, and othe 
related books in the field of office man. 
agement and clerical engineering. 

Subdivisions under the heading of 
“Business and Economics” include, jp 
addition, listings on accounting, adver. 
tising, business cycles, correspondence, 
credits and collections, economics, jp. 
surance, labor, law, marketing, money, 
public relations, psychology, real es. 
tate, retailing, salesmanship, secretarial 
practice, statistics, and transportation, 
There is also a section devoted to indus- 
trial organization and management. 

The 314-page catalog contains descrip- 
tions of books on a wide variety of gen- 
eral subjects too: art, chemistry, history, 
journalism, photography, radio, sports, 
and the like. 

Copies of the catalog are available at 
no cost. Write the McGraw-Hill Book 
Co. Inc., 330 W. 42nd St., New York. 


The problem of keeping office 
workers on the job and happy too is 
discussed in a new booklet prepared 
by Pitney-Bowes Inc., Stamford, Conn. 
Called How to Handle 5 Tiresome 
Office Jobs— with Happier Workers 
—and at Lower Cost, the booklet tells 
graphically what these jobs are, how 
they increase job monotony and bore- 
dom, how they affect the morale and 
productivity of office workers, and how 
they can lead to costly employee turn- 
over. The booklet is available from 
the company without obligation. 


: - 
imperial 


‘ desk company 


AN EXECUTIVE CONFERENCE 
DESK DESIGNED SPECIFICALLY 
FOR TODAY'S 


WORKING EXECUTIVE 


This “man-sized" Conference Desk by 
Imperial gives lots of elbow-room to the 
executive who likes to work in comfort. 


It's ideal, too, for staff conferences, inter 
views and general all-around discussions 
where lots of leg room and ample desk top 
space is needed. 


The Conference Desk is just one model in 
the complete Wiltshire line of smartly styled, 
modern office pieces. Ask to see the entire 
line at your dealer! 


wiltshire modern 
_ by Imperial 


Write for Imperial's Office Planning kit . . . com- 
plete with i layout, cut-outs of standard office 
units, decorating hints, etc., and ask for name 
your nearest Imperial Dealer. 
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SURVEY REVEALS AVERAGE OFFICE OF 
100 PEOPLE HAS 8°19 DIFFERENT 
A\_ MAKES OF PENS TO FILL 


Sanford’s Penit is the one ink that 
makes every single one of these 
pens start instantly — yes, any pen 


regardless of special construction 
Offered solely to acquaint own ey 
your office staff with the es me Fear Gi el 
quick-starting ink that 

makes any pen work bet- eh eh Me + 

ter and start instantly. KB ...Not Mr. Big-Fist 


SEND COUPON WITH NAME OF YOUR SUPPLIER 


SANFORD INK COMPANY 
Bellwood, Illinois 


Have my stationer send me one-half dozen office-size 26-ounce bottles 
(1-5 gal.) of SANFORD’S PENit Blue-Black Fountain Pen Ink. My 


TS CNS «bigs a bicind de vtunbanddusdesscens banas ont eReaeee 
FO Ee On eee ee ae ee ee eee ree 


Inasmuch as this is my first order of PENit in the new 26-oz. size, please 
send me without charge 12 desk drawer size bottles of Blue-Black PENit 
Ink for distribution to our office employees. 


Ponit 


A FOUNTAIN PEN INK 


SANFORD INK COMPANY 
2 oe OSes OR Ee Re eae 
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1 WAS GOING TO TELL BILL.HE HAD LOST THE ORDER 


When I walked into Bill's office to return 
his designs, I had just about decided to 
give the business to his competitor. 
While we talked I did some looking 
around. Pretty soon we were shaking 
hands on the contract ...and I felt 
I'd been smart to give the job to his 
company. Afterwards, I asked myself: 
what sold me? 

The facts and figures were right of 
course—but the competition’s quota- 


| Also Makers of Quality Filing Systems and Supplie 


tions were right too. I believe what 
really clinched the deal was the atmos- 
phere of Bill's office—theé air of compe- 
tence and efficiency. It looked well 
organized—like a place where a job 


would be done well. 


“Y and E” equipment is both attractive 
and efficient. It helps you sell yourself 
... get the order ... and get things done. 

“Y and E” offices are designed for 
success. 


Send for Steel Desk Catalog No. 3806 
MARK OF SUCCESS Bey 


; é Ce y 


IN THE NATION'S 
~ | LEADING OFFICES 
“SINCE 1880 


1315 JAY STREET « ROCHESTER 3,N.Y., U.S.A. 
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MANAGEMENT 


EDITORIAL 


For good new executive material 


July, 1952 


NATIONAL SECRETARIES WEEK, June 1-7, was successful indeed in em- 
phasizing both the importance of secretaries and the current shortage of them. 
The publicity gained may make office employers more appreciative of those they 
have—and more inclined to cooperate with the schools in coaxing more girls to 
take the training needed for the making of good secretaries. 


The chairman of National Secretaries Week, C. King Woodbridge, president 
of Dictaphone Corporation, says that more than 30,000 new secretarial jobs are 
created in this country every year. But the nation’s 1,200 business schools are 
not graduating enough secretaries to fill these jobs and the 250,000 secretarial 
vacancies that occur each year. Says Mr. Woodbridge: “According to the Bureau 
of Employment Security, the shortage of secretaries has increased ten-fold since 
the defense program was started in 1950. The Bureau lists 3,600 job openings 
for secretaries which can’t be filled in communities where they are needed.” 


Admirable as is the secretary—and the Week brought out some notable 
tributes to her—don’t let's create the impression among girls that only secretaries 
are important to the office. Secretarial work is a wonderful introduction for a 
career in the office, and for most secretaries it is the career. But why should not 
the super-ambitious girl be given a chance to look beyond? Why should she not 
have the same opportunity a man has for a good executive position? With such 
an opportunity open to her, the really superior girl may well be inspired to bring 
her ability to the office rather than to the other types of business and professional 
activity which now attract so many of the best feminine graduates of our colleges. 


Women out-number men in the office field but their numerical superiority is 
not reflected in the number of executive positions which they hold. Wherever 
they have been given a chance to display their inherent and acquired qualifica- 
tions for management, they have almost always proved themselves worthy of the 
opportunity—-and good management people are at least as scarce as good 
secretaries! 
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THE BEST TIME to discuss the personnel of a 
tabulating department is all the time. Personnel is 
the key to anything we do. It is the key to a success- 
ful punched card system. Talk for two minutes with 
the man in charge of a tabulating department and 
you will know what level department he is running. 
So, since he sets the level, let us consider his require- 
ments. 

In an installation which is rendering a service, the 
head man should have tact and patience. He will be 
dealing continually with his equals or superiors who 
may not understand the simplest fundamentals of 
punched card work. He must be able to talk two lan- 
guages and be a true liaison between two different 
fields of work. He should be part salesman, part ex- 
ecutive, and part skeptic. Never should he become 
lost in the maze of wiring diagrams which make elec- 
trical equipment function. In fact it is best if he does 
not know how to run a machine at all! 

When top management drops in to see how he is 
progressing, he should be found with his feet on the 
desk and his thoughts on proper administration of his 
department. He should not be twisted over with a 
screwdriver in one hand and a fist full of wires in the 


@ THE ARTICLE herewith is taken from an 
address entitled “Punched Card Systems at 
Management Level,” given by Mr. Livingston 
on April 18 at the anniversary meeting of the 
Toronto Chapter of the Institute of Internal 
Auditors. 


Mr. Livingston is one of the foremost au- 
thorities on the fast-expanding utilization of 
the punched card in office work. A serial ar- 
ticle, “Punched Card Systems in the Modern 
Office,” by him in the April, May, and June 
issues of this magazine last year aroused 
widespread attention among the office manage- 
ment executives who read Office Management 
and Equipment. 


Personnel 
for Punched Card Systems 


By W. P. LIVINGSTON 


Assistant Vice-President Bankers Trust Co., New York 


other, while his mind is lost in a maze of blueprints, 

He should know how to do some scientific guessing 
which is so important for proper delivery of machines 
at the time you need them. That as you well know 
means continual forecasting of two years ahead. This 
type of forecasting is difficult but should be at least 
better than that of the Japanese engineer who came 
to America to study our method of constructing un 
derwater vehicular tunnels. When told that the sand- 
hogs working from both ends of the Hudson River 
tunnel met within an inch or so in the river bed far 
below the surface, the Japanese commented, “We no 
do so, but when we finish, we, have two tunnels.” 

But the department head will want to get things 
done and so on his right hand he needs the engineer 
who will explain what makes the machines go around, 
their capabilities and what constitutes the orthodox 
manner of operation; what borders on the tricky. 
The engineer should have a inquiring mind, a dis- 
tinct aptitude for mechanical and electrical engineer- 
ing, and a touch of genius. He is not a clerk and in 
fact will quickly lose any former clerical skills. 

He can understand what is meant by the following, 
which I picked at random from a manual of instruc 
tions published by the IBM people: 

“Transfer Exit, Plus and Minus. Each counter 
group has transfer exit plus and minus hubs. The 
transfer exit plus hub emits an impulse whenever the 
counter is plus and is controlled to read out and re- 
set. It is normally wired to the plus of a receiving 
counter. Neither the transfer plus nor the transfer 
minus hubs will emit an impulse when the counter 1s 
controlled to read out only. The transfer plus or 
minus exit of a transmitting counter cannot be wired 
directly to the plus or minus hubs of a receiving 
counter if the receiving counter hubs are also im- 
pulsed from some other source.” 

Perfectly clear to everyone except us. 

No, you should not combine the head man and the 
engineer into one man: The requirements are too 
different. 

To fill these jobs does not always necessitate the 
employing of outside talent since “naturals” in key 
jobs of this type may often be found among old-timers 
in an organization. In our particular case in New 
York our engineer ranks with the best of IBM’s cus 
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tomer’s service men, but he had been with us twenty- 
four years as a teller and tax man before we had our 
first IBM machine in 1934. ‘Today he enjoys forty- 
two years of service and is still going strong. 

Beneath the head man there will be several super- 
visors who should be promoted from within the 
ranks. Since they will develop naturally, we may 
skip over this type of job and talk about the pro- 
ducers, who really do the work and should, as I said, 
develop their own leaders. 

With the exception of men needed for machine 
operations on jobs where there is apt to be late work 
and considerable overtime, girls seem to be best suited 
for punched card work in all its producing phases. 
In our institution we employ them immediately after 
graduation from high school. Those who do the best 
are those who did the best in high school. The ones 
who do the poorest are the ones who received the 
lowest grades in school. If you are successful in at- 
tracting the top girls in graduating classes you will 
find that they will be interested in the unlimited field 
of endeavor which this work can offer, but on your 
part you must provide the road for advancement. 

But how about that orientation period, beginning 
when the young girl fresh from high school arrives 
for work and finds herself plunged into what appears 
to be complete confusion—electrical circuits, millions 
of punched cards, and complicated technical lan- 
guage. Will she throw up her hands, change her 
mind and say, “a secretarial course for me.” Not 
necessarily. You must have an orientation program 
to bridge this gap. 


July, 1952 


Important in our program are two booklets—Meet 
the Tabulating Department and Punchy and The 
Sorter. These were written and illustrated by one of 
our 22-year-old girls who worried about this problem 
herself and decided to do something about it. Meet 
the Tabulating Department and Punchy is the first 
contact which a new girl makes with this work and 
from then on she begins to grow and develop her 
self-confidence by discovering more and more about 
the system through constant association and from 
material which is written and illustrated in her own 
language. 

These. high-type girls become interested because the 
work is a challenge to their intelligence and imagina- 
tion. It is provocative and dynamic, a broad channel 
through which they can develop a career. This skill 
can be of great value to them in later life if they need 
to return to a job in an office. 

After a few weeks working with dummy material, 
getting training instructions from a senior, new girls 
begin with the simplest jobs. But they are not low- 
level clerks. They are handling cards which are impor- 
tant documents, each one a valuable instrument for 
activating high-speed accounting machines. They will 
want to know more about it. There are books to 
read, pamphlets to study, and senior workers with 
whom they can consult. 

They will want to be sure there is a place for them 
to strive for without waiting for a section head to 
resign. This can be taken care of by establishing a 
floating force, whose members rank as high as section 


(To page 72) 
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Members of Records Management Association of New York inspect sorting device during recent tour of 


Lever Bros.’ General Records Dept. 


THE TREND IS TO 


Dorothy Knight, records chief of Lever House, is second from left 


Decentralized Filing 


WITH CENTRALIZED CONTROL 


Here’s a look at the modern method of 

managing records used in Lever House— 

where data is kept near those who need 
it by Records Department specialists 


By WALTER A. KLEINSCHROD 


“CENTRAL CONTROL of decentralized files’ is 
how executives of the General Records Department 
at Lever House describe their filing set-up. Their 
system, still comparatively new, is part of a growing 
trend among large companies toward dispersing files 
to particular departments for easier access. Their 
records are located in eighteen scattered departments 
throughout the new 24-story New York home of 
Lever Bros. Co. Only 25 per cent are centralized in 
the General Records Department itself. 

As late as five years ago files of the company’s four 
divisions—Lever, Jelke Good Luck Products, Pepso- 
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dent, and Harriet Hubbard Ayer, Inc.—were main- 
tained separately by each. Reference requests had to 
be channeled to each one’s records department and 
the information routed back. Now, most data a de 
partment will need is at hand in the department— 
filed there and maintained by a trained clerk of the 
records section. 

Charged with running the General Records De 
partment and its eighteen dispersed sub-stations is 
Dorothy Knight, records chief. She is responsible for 
all file operations and administrative functions of the 
department. With three records-planning clerks she 
has supervised the task of bringing together beneath 
one roof files of Lever’s four divisions—files previously 
located in Chicago, Boston, and New York. She is 
now carrying to completion the decentralization of 
records among the several departments of the firm. 

Recently, Miss Knight gave members of the Records 
Management Association of New York, visiting Lever 
House, a close look at the set-up of the General Rec 
ords Department. Standing in the eighth-floor offices 
of the department, she briefed them on the purpose 
of the “central” file located there, and the differences 
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left. Items of general company interest are stored here 


Filing sub-station in Statistical Accounting Dept. Records clerk, first desk (right), files data for section 


between it and the department sub-stations which they 
visited later. 

Items of “general company interest’ form part of 
the records stored here, Miss Knight explained. Such 
items include general correspondence, co-operative 
merchandising records, and the like. The central files 
serve also as the depository for invoices from Lever's 
out-of-town division sales offices. Less active records, 
00, previously stored in some sub-station, wait out an 
interim period here, before being shipped to the 
company archives. Current accounts payable vouch- 
ts, for example, remain in the Accounts Payable 
Department for three months. Considered “less 
active” after that, they are transferred to the central 
fle to remain until they've aged nine months more. 
Then they go to the archives, their final resting place 
before ultimate destruction years later. 

“Overflow” records—those for which no sub-station 
oom is available—are placed in the central files as 
well. Here again, if possible, less needed files are 
“gregated from those more active. A general rule 
that Miss Knight and her records-planning clerks 


(To page 72) 


Miss Knight inspects another records sub-station 
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NOISE Costs MONEY! 


Offices noises, whether they be loud 
and obtrusive or vaguely distracting, 
result in countless man-hours of lost, 
unproductive time. Here are some facts 
about sound conditioning, and what 
some big offices are doing about noise 


By MELVIN E. KRAMPF 


ARE YOUR office decibels showing? 

Probably not. But they would be if sound were 
visible. That old debbil decibel haunts every nook 
and cranny of the average, old-fashioned office with 
smooth surfaced ceilings and hard walls. 

Decibels on the loose induce fatigue, cause ineff- 
ciency and errors, and encourage absenteeism. They 
give an assist to excessive and expensive employee 
turn-over. ‘They are the gremlins who bounce into 
telephone receivers, increase ‘phone bills, cause mis 
taken orders. ' 

Unbridled sound plays tricks that causés an unseen 
but steady drain on the cash box. It raises hob with 
the staff—ties morale into tight knots. 

This preamble is not for those employers who have 
decimated the decibel. It’s for those who still suffer 
themselves and their help to work in offices where 
noise control has been disregarded. 

Sound is everywhere and, for the most part, this is 
good. It reminds you that you're still alive. Some 
sounds are very good—the ringing of church bells on 
a warm Sunday morning, the sound of children play- 
ing out of doors, a Beethoven symphony—if Beet- 
hoven happens to be your fare. 

Other sounds are bad, too; some very bad indeed. 
It’s like the little girl who was very good when she 
was good, but horrid when she was bad. Air ham- 
mers, roaring subway trains, a domestic argument 
when you're doing your income tax, or midnight 
alcoholic tenors in the apartment next door, all lead 
to irritability and frayed nerves. 

Office noise can be particularly annoying. Street 
sounds pour in through open windows. ‘Typewriters 
clack. The office boy drops books. Billing machines 
and other new fangled contraptions clatter and clank. 
Phones ring imperiously. Sometimes even the per 
ennial conference at the water cooler gets out of 
hand. It’s tough on executives. It’s hard on accoum 
tants, draftsmen, everybody who's trying to concent 
trate. The fact is, no one gains by his exposure to 
continued, distracting noise. 

Office noise itself generally is not annoying. How's 
that again? Correct. It’s the reflection of noise that 
causes most of the trouble. (To page 26) 
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CELLULOSE fibres (including sugar cane), mineral wool, gypsum, and metal pan— : 
unseen fissured or perforated with round or rectangular holes—there’s a tile for every noise situation 


»b with 


The offices of the Simpson Logging Co., Seattle, Wash., showing the use of acoustic tile material 
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Another view of the Simpson Logging Co. offices 


Sound is energy. It travels in concentric waves at 
the rate of 1,120 feet per second. The waves strike 


‘hard surfaces, such as walls and ceilings, then bounce 


back where they meet other oncoming waves. Unless 


steps are taken the waves get all jumbled up and you 


can’t hear yourself think. The technicians say this is 
confused sound pattern. To most people it’s just a 
nuisance. You can’t hear clearly. You can’t concen- 
trate because of the constant assault on your ears by 
this confusion. 


Like a fighting ship under a tough skipper, a noisy 
office is a taut office, an unhappy one. The harried 
boss arrives this morning. The clatter and din of the 
office is no help whatsoever to his ruffled feelings. 
Nobody else is feeling that a day that begins with 
getting up in the morning can be good. The boss 
barks at his secretary who in turn takes it out on the 
typist. Pretty soon everybody is breathing down 
everybody else’s neck. 

Who is the real culprit? Unnecessary noise. 

Fortunately, there is a remedy. It lies in trapping 
the errant decibels by sound conditioning. It can’t 
change the boss’s post breakfast grouch. It can’t 
lighten the office manager’s gloom. It can’t change 
feline snarls to purrs. It can’t make the practical 
joker funny. 

But it can elevate the general tone of the office so 
‘that the daily trials of business life are more en- 
durable. 

The average office records about 60 decibels—a 
sound conditioned one about 50. This does not ap- 
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pear to be a great improvement, but the picture 
changes when you consider that 50 decibels have a 
physical intensity of 100,000 energy units, while 60 
decibels have 1,000,000 or 10 times as many. At the 
threshold of painful sound, 120 decibels, the physical 
intensity is several billion units. 

The decibel reduction is brought about quite 
simply. Sound absorbing material is made up of 
various types of closely packed matter, usually fiber 
of one kind or another. When sound strikes this 
material, it is absorbed and the sound energy is trans- 
formed to heat energy and most of the original sound 
is prevented from bouncing back into the room. 


These acoustical materials usually are prefabricated 
into acoustical tile, fissured or drilled, and made of 
vegetable fibers or granules, perforated metal and 
drilled cement asbestos sheets. 


Experimental use of these different materials has 
shown that no one of them will do all jobs equally 
well. For some installations the choice of an acous- 
tical material might depend mostly on its sound 
absorptive properties. Other installations might re- 
quire stress on such characteristics as fire resistance, 
light reflection, decorative possibilities, structural 
strength and maintenance. Almost any of the acous- 
tical tiles manufactured will bring about satisfactory 
noise reduction. Where special problems exist and 
where other factors beside sound control should be 
taken into consideration, then the choice of a tile 
should be left to the expert. The expert will first 
study the present office noises, recommend a suitable 
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MATERIAL 


Fabrics, hung straight 


Floors 


Openings 


COEFFICIENTS OF GENERAL BUILDING MATERIALS 


Here are tables of coefficients for the various materials that constitute typical interiors. This list is useful in making 
simple calculations of reverberation. The higher the coefficient, the greater the sound absorption will be. 


ile we RI ss co be wins ve edad cee RS 
DE MINN oo cid aaa ners eens ee 


Sel I ois Boe aes Beas ne kee wes 
ee eee RR er nee 


ee, See ME, Wo ess ice cna cose sees 
a ae rrr 
Heavy, draped, 18 ozs. persq. yd............. 


Ce ME MUUMNIIR 6, 555s nade Rar uN ao os 0 
hee sw ae yx a aouacatendn Gatioke alae am 


Statin en Catal TR 6 occa Biwi eens dcannesescas 


Stage, depending on furnishings.............. 
Deep balcony, upholstered seats... .......... 
Kareena winch Pete ieied 


Plaster, gypsum or lime, smooth finish on tile or brick... . 
UE RN LAA hoc acct race sh os oats re Ke 


Plaster, gypsum or lime, rough finish on lath......... 
WN PIs orkigc ecw stent esles Waban Deere 


COEFFICIENTS 
128 cps* 512 cps* 2048 cps* 
.012 .017 .023 
oy .024 .03 .049 
ee 09 .20 .27 
ee 11 37 .27 
jit .04 11 30 
ae 06 BS 40 
e- 10 50 82 
“ie 01 .015 02 
Lis 05 .03 03 
03-.08 
ae ae 035 .027 02 
pasha .01 .01 .015 
Nietad 25-.75 
Sis 50-1.00 
Pigg 15-.50 
.013 .025 04 
nie 02 .03 04 
te 039 .06 054 
en .08 .06 .06 


* Cycles per second. The number of cycles doubles with each higher octave in the musical scale. 


tile of the proper frequency, select where it should 
be placed and how it should be erected. As you can 
see, it is a technical subject and should be left to 


a trained acoustical engineer. Most members of the , 


Acoustical Materials Association furnish this advice 
gratis, and usually the actual installation is made by 
a local contractor. 

Most acoustical materials will absorb about 70 per 
cent of sound, and reflect about go per cent, in con- 
trast to the reflective qualities of the following: Plas- 
ter, 97.5%; concrete, 98.5°%; glass, 97.2%, and carpets 
about 80%. 

The over-all noise level of an office can be reduced 
from 40 to 60 per cent by proper use of the right 
acoustical material. In most cases it will suffice to 
treat ceilings with acoustical tile, but if ceilings are 
high, it also may be necessary to sound condition 
part of the walls. 

Now that we have considered some of the points 
of sound conditioning, the question is, “Does it 
work?” 


Here are a few case histories gathered by the Asso- 
ciation which suggest an affirmative answer. The 
American Casualty Co., Reading, Pa., found that “the 
benefits of increased efficiency, improved morale and 
pleasant atmosphere” returned more than the cost of 
installation in a little more than a year. Employees 
of Leeds & Northrup Co., Philadelphia, sent a “round 
robin” of thanks to management after their quarters 
had been sound conditioned. Employees of Conduits 
National Bank, Ltd., Toronto, Canada, were able to 
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“accomplish much more work with less fatigue.” Pri- 
vate conversations can now be held at each executive's 
desk without disturbing others, the Pyramid Life 
Insurance Co., Little Rock, Ark., reports. Several 
months’ experience convinced Wellington Sears Co., 
New York, that improvements in their tabulating 
room were “very marked and highly satisfactory.” 

In Oklahoma City, Okla., the manager of a large 
tabulating department reports that his department 
was suffering a regular loss each month from absen- 
teeism on the part of his key punch operators. This 
absenteeism was averaging three or four days a month 
each among 12 to 14 operators. He was convinced 
that excessive noise was the cause. Steps were taken 
to eliminate the annoying factors in the noisy room 
through the use of acoustical materials with the result 
that he reported five months later that absenteeism 
had been forgotten as a problem in his department. 

These absentees were as blameless for their absen- 
teeism as they would have been in absences which 
were brought about by physical disability. It is com- 
mon knowledge today that periods of recuperation 
and rest are essential for the recovery from fatigue 
and nervous disability brought about by exposure to 
intensive noise. 

Aetna Life Insurance Co., Hartford, Conn., did a 
comprehensive study—a before and after case history 
—and came up with interesting results. Before they 
moved into a new building, they made a careful and 
complete study of the effect of noise on employees 


(To page 77) 
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Cost-Cutting Controls 


IN RECORDS MANAGEMENT 


By EMMETT J. LEAHY and ARTHUR BARCAN 
National Records Management Council 


Part I of a three-part feature. Part 2 will appear in August. 


CONTROLS ON RECORDS 
CREATION 

CONTROLS on creating records may be defined as 
the application of competent review right at the 
source. This type of preventive maintenance cuts 
unnecessary costs through analysis of all new paper 
work to ensure that it is necessary and efficient be- 
z fore it is approved. A continuing “birth control” 
Pee program on records provides consistently competent 
oe : records and drastically reduces the amount of paper 
* +s work that must later be cut out or simplified. Pro- 

‘- grams in this area include control of forms, reports, 
and directives (office manuals, policy or procedure 
: ao letters, and bulletins). Forms control is discussed in 
; P detail because it is a typical control on records crea- 
tion. 
What are the objectives of forms control? 

(a) To cut down paper work. 

(b) To cut out paper work. 
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(c) To consolidate information. 

(d) To simplify procedures. 

(e) To reduce printing and distribution costs. 

(f) To maintain good public relations through 
logical, simple, and clear forms. 

How can forms control save money? 

Economies can be achieved through reduction in 
paper and printing bills, but the biggest economies 
are in man-hours saved in processing forms and in 
reduction of space and equipment required to house 
forms. Savings in man-hours can be achieved through: 

(a) Reducing the number of operations, such a 
eliminating transcription from one form to another. 

(b) Making one form serve two purposes. 

(c) Simplifying the preparation and processing of 
the form. 

How is forms control initiated? 

First assemble copies of all the forms, letterheads, 

envelopes, and memos the company stocks and uses. 
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Sort these by type of function. Usually this step alone 
will highlight obsolete forms and many which should 
be standardized because they are so nearly alike. 
Which forms should be improved? 

The functional breakdown of forms will point up 
these profitable areas of improvement: 

(a) Forms to be eliminated because they duplicate 
existing forms, such as some personnel records. 

(b) Forms to be combined because of common 
entries, such as shipping and receiving records. 

(c) Forms to be standardized because they serve 
similar purposes, such as letterheads and requisitions. 

(d) Forms to be redesigned because the format 
is inadequate for present procedures. 

What is the pattern of forms analysis? 

(a) Initial cleanup. In the early stages of forms 
control, the analyst should concentrate on obvious 
areas of duplicate or obsolete paper work. This leads 
to quick, dramatic results and immediate savings. 

(b) Special review of major operations. As the 
program becomes established, more significant gains 
can be made by longer studies of the following types: 

(1) All forms involved in a particular process, 
such as purchasing, payroll, or billing. 

(2) All forms in one functional group cutting 
across organization lines, such as_ personnel 
records, accounting records, all envelopes or 
tags, etc. 

(3) All forms used in a particular office or division. 

(c) Continuing forms control. This includes pre- 
ventive maintenance plus special studies. Profitable 
areas will usually result from competent analysis of 
new requests for approval. 

What are the factors to consider in designing forms? 

(a) Size. Select a size which will conform to stan- 
dard equipment. The usual printers’ stock is 17” x 22” 
or 17” x 28”. There is less waste in cutting printed 
forms if the size is a divisor of available dimensions. 

(b) Paper. Choice of paper stock depends upon: 

(1) The anticipated life of the form. 


Permanent 100% rag content 
7-10 years 50% rag and 50% sulphite 
1-6 years 


100% sulphite 

(2) The intended use of the form. For example, 
sulphite bond is the usual economical choice 
for most forms. Mimeograph papers are fair 
for writing with pencil but poor for pen and 
ink, and have poor erasing qualities. Sulphite 
writing paper is good for pen and ink writing, 


while sulphite manifold is best used for forms ~ 


requiring sets of copies. 

(3) Reproduction process. Select a reproduction 
medium based on the quantity required. 
Number of Copies Suggested Process 
10 to 60 Gelatin-hectograph 
10 to 500 Direct fluid hectograph 
10 to 2,000 Stencil duplicating 
100 to Over 10,000 Relief or offset duplicating 
Within overlapping categories, select the process on 
the basis of the desired appearance of the form, the 
availability of equipment within the company, and 
the cost of an outside contract. 

(d) Arrangement of data. The index margin, 
usually at the top of the form, should contain all the 
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THIS ARTICLE, and two to follow, will pre- 
sent a highly useful summary of the factors 
involved in the control of office records. 

Two phases of this control—‘“Controls on 
Records Creation” and “Control Over Main- 
tenance of Records”—are covered herewith. 
“Controls Over Records Disposition” will be 
covered in August, and “Control Over Quality 
of Records” will follow in September. 

The material is part of the chapter on of- 
fice management written by Emmett J. Leahy 
and Arthur Barcan, of the National Records 
Management Council, in the new book Big 
Business Methods for the Small Business, 
edited by Robert S. Haltzman and A. Kip Liv- 
ingston (copyright by Harper & Brothers, 
New York, 1952, $5). 

MR. LEAHY, president of the National Records 
Management Council, conducted a survey of 
Européan archives for the National Archives, 
served as director of office methods for the 
Navy and directed the Council’s task force on 
records management for the Hoover Commis- 
sion. 

MR. BARCAN, assistant vice-president of the 
Council, directed special projects for the office 
methods division of the Navy and is currently 
directing the Council’s records management 
installation for the city and county of San 
Francisco. 

The National Records Management Council 
is the only non-profit consulting installation 
and research service in records management, 


information to be followed in its processing. Titles 
should be brief, but contain both the subject and the 
function; for example, Lost Time Accident Report. 
Items requiring transcription from one form to an- 
other should be grouped and arranged in the same 
order on both forms. 

(e) Spacing. Consider how the form is to be filled 
in. For typewritten forms allow ten characters per 
linear inch. Allow five to eight characters per inch 


' for handwritten “forms, depending on the circumstan- 


ces under which the writing is done. Horizontal spac- 
ing on typewritten forms should provide for six rows 
per inch. Boxes are easier to type in than lines. 

How can forms control be kept up to date? 

(a) Assign responsibility for administering a forms 
control program to one person who is associated with 
or who!understands methods work and its relation to 
office management. 

(b) Channel each request for a new form or re- 
printing of an existing form to the person responsible 
for approval prior to release, purchase, or installation. 

(c) Upon approval assign a form number to identi- 
fy each form, denote approval, and identify, where 
possible, the interested office. 

CONTROL OVER MAINTENANCE 
OF RECORDS 
Which records are vital? 

Vital records are those which are necessary to pro- 
tect assets, sustain the equity of stockholders, and 
assure the continued and effective operation of the 


(To page 62) 


OFFICE MANAGEMENT AND EQUIPMENT 29 


ne 


a 


LT RI — ™ , 
i 
a 
4 
: 
r 
f 
4 
F 
4 
4 
po 
4 
a _ 
) ee 


Plywood, above, gets a layer of 
phenolic resin to make GPX. Be- 
low, shear-testing a plywood sample 


Office Made 
of Wood 


A West Coast plywood manufacturer 

has its offices built almost entirely of 

the product and thereby has a most 

effective promotion and demonstra- 
tion piece 


By H. K. DARBY 


THERE ARE MANY manufacturers who can use 
their own products to some degree in the construc. 
tion and equipment of their offices. But who among 
them can match the record of Georgia-Pacific Ply- 
wood Co., whose new headquarters office building 
in Olympia, Wash., is built almost entirely of Doug- 
las fir plywood which is this company’s product? 

Close to 120,000 square feet of the plywood have 
gone into the construction of the unusual two-story 
building. Varying construction requirements are met 
with different panel thicknesses. These include floors, 
roofs, exterior sheathing and finish, and interior ceil- 
ings, backing, and finish. And plywood is also used 
for certain desks and chairs, the waste-baskets, and 
even the venetian blinds! 

Completed early this year, the main body of the 
building is of frame construction, 32 feet wide by 160 
feet long, supported on treated piling. An entrance 
lobby projection measures 24 feet by 23 feet. This 
is a cellarless building, with a poured concrete main 
floor. 


Secretary’s alcove, below, has plywood desk, 
chair, walls, and venetian blinds 
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For a lot of people, the term plywood is still a 
somewhat vague designation, reminiscent of days of 
early experimentation when applications of the prod- 
uct were few and people tended to regard the new 
material as just a substitute for something tried and 
true. 

But it would not take much research to discover 
that even the best plywood of only yesterday could 
not approach today’s product in quality and general 
usefulness. One of the most significant of its advances 
has been in the building field, where, as this new 
office structure demonstrates, it is proving its adapta- 


bility for a large and increasing number of major 


uses within and without. 

Quite aside from the purely structural features, 
efiects that range from the ruggedly handsome to the 
sleekest of modern are gained by the application of 
plywood to the decor of these offices. Behind the 


handsome veneers—plywood faced with mahogany, 
walnut, oak, or other decorative hardwoods—are the 
ordinary plywood panels which form part of the back- 


Auditing and billing department of the Georzia-Pacific 
Plywood Co. 
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Naramore, Bain, Brady and Johan- 
son, architects of Seattle, Wash., 
designed this all plywood building. 
Below, view of main stairwell. 
* Railing is of white oak. 
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Executives’s office, showing efficient, space-saving features. Walls here are plywood panelling of figured gum 


bone of the structure, offering qualities of rigidity 
and tightness of construction that promise efficient 
heating, good acoustical properties, and structural 
safety. 

The Georgia-Pacific Plywood Co. building is earth- 
quake resistant—construction-wise as well as by reason 
of the nature of the product. Wooden structures take 
severe earthquake tremors better than do masonry 
buildings of normal construction because of a certain 
amount of natural elasticity they possess. Plywood, 
combines this elasticity of wood with strength far 
greater than ordinary wood so that the building is 
better prepared to roll with the punch if a quake 
occurs. Such qualities are an important consideration 
not only in the earthquake country of the far west, 
but also in the cyclone country of the middle west. 
Gluing of joints is another important strength factor. 

The exterior of the Georgia-Pacific Plywood Co. 
headquarters building demonstrates what is known 
as GPX Plastic Surfaced painting grade of plywood. 
This is distinguished by a resin impregnated surface 
bonded on at the time of manufacture. The plastic 
coating “freezes” the cellular structure of the wood 
so that it won’t expand or contract with variations 
of weather and temperature. Such behavior causes 
most paint jobs to crack and peel. A paint job done 
over GPX painting grade plywood will last much 
longer than on plain plywood or regular wood. 

Another development is high resin GPX, which, in 
the company’s opinion makes an all-plywood build- 
ing really practical. This grade is made from exterior 
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Douglas Fir plywood with solid cores bonded with 
water-proof phenolic resin adhesive. It is surfaced 
with a plastic overlay applied under heat and high 
pressure at the time the plywood is made. During 
this process, the plastic flows, condenses and sets, 
forming the hard, dense, even surface which has now 
become a part of the plywood itself. The plastic and 
plywood will not separate, even under the most 
extreme conditions. 

Plastic coating imparts qualities which makes it 
superior to the best grades of ordinary uncoated ply- 
wood. Among these qualities are satin-smooth sur 
faces which minimize “grain raise”, making cleaning 
a simple wiping operation; a resistance to abrasion 
which, by test, is figured to be go times greater than 
that of ordinary plywood. The plastic surface also 
makes the plywood highly resistant to acid and or 
ganic solvents; makes the wood insect-proof; and 
gives it 20 to 25 times more resistance to water ab 
sorption than the uncoated product. This last qua 
ity is perhaps the main reason why a plastic coating 
is important in plywood for building construction, 
for it ensures against warping-—eliminating the threat 
of possible structural weakness created by abnormal 
stresses and strains caused by warping. 

GPX has a surface which resembles golden maple 
and need not be painted. The Georgia-Pacific Ply- 
wood Co. has a plant office building in Port Newark, 
N. J., constructed entirely of plywood, with an outer 
shell of GPX, unpainted. Butted panels which form 
the golden walls of this little building suggest clean, 
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untrammeled modernity. The building serves as an- 
other valuable promotion piece for the company. 

As in so many cases, it was war-time experimenta- 
tion that spurred the development of improved ply- 
wood. The mosquito bombers and some of the PT 
boats of World War II were made of plywood—and 
the strong glues developed as a result of these vital 
applications pointed the way for the staunch build- 


(To page 70) 
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Above, mahogany-panelled executive office illustrates 

dramatic effect obtainable with plywood wall cover- 

ing. Below, left: Sales department offices, and an 

overall view of the Northwest Room, used for com- 

pany conferences, with the office of the senior vice- 

president in the background, which can be closed 
off by rollaway partition. 
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MANAGEMENT 


Semi-Annual Index 


January—June, 1952 


LAYOUT AND EQUIPMENT 


New S. C. Johnson & Son Offices Continue Unique 
Pattern 


By Chester Dale 
January, page 24 
Office Flexibility 
February, page 25 
Getting that “Something Extra” Into the Layout 
By Kimball Darby 
February, page 32 


For Greater Efficiency, Higher Morale 
March, page 26 


Rattan Shows Up Well in Florida Offices 
March, page 3o 

Who's In or Out? 
March, page 35 


An Office for a Finance Company 
April, page 34 
Sinclair Writes a Successful Office Prescription 
(Two Installments) 
By Kimball Darby 
May, page 27; June page 32 
Music in the Air—New Style 
By Robert F. Finegan 
May, page 34 
Offices Walled in Glass 
By Walter A. Kleinschrod 
June, page 22 


PERSONNEL 
Analyzing The Boss 
By Cylvia Sorkin, Management Consultant 
January, page 27 
Motwwate for Greater Productivity 
By C. L. Lapp, Associate Professor of Marketing, 
Washington University, St. Louis 
February, page 22 
Going Up: An Office Boy’s Progress 
February, page 26 
Regarding Qualified Secretaries 
March, page 29 


Meet Punchy 
By Lillian Pistilli 
March, page 34 
Helpful Employee Handbook 
March, page 41 


An Office Travels to Manhattan 
April, page 26 


About the Indispensable Secretary 
May, page 21 


Professional Status for Secretaries? 
By Dr. Irene Place, School of Business Administration, 
University of Michigan, Ann Arbor. 
Dean of Institute for Certifying Secretaries 
May, page 32 


SYSTEMS AND METHODS 
How the Internal Auditor Can Help to Spot Waste 
By Robert S. Hall, McKinsey & Co., New York 
Management Consultants 
January, page 22 


A General Motors First 
January, page 28 


When They Visit Your Office 
By J. George Frederick 
January, page 30 


Systems Management Comes of Age (Iwo Instal 
ments). By A. L. Mettler, Manager, Systems and 
Procedures Div., The Electric Storage Battery Co, 
Philadelphia; President, Systems and Procedures As 
sociation. 
January, page 34; February, page 31. 
Planning and Conducting a Methods Survey (Two 
Instalments) 

By Victor H. Roman, Manager, Organization and 
Methods Div., Comptroller's Department, Standard 
Oil Co. of California. 

March, page 22; April, page 38 
How Microfilm Speeds Freight Accounting 
March, page 31 
Keeping Employee Addresses Up-To-Date 
April, page 31 
A Master Plan for a Systems Organization 
By J. W. Haslett, Manager, Methods & Statistic 
Dept. Shell Oil Co., New York. 
May, page 22 
LIGHTING 
Twenty-Five Miles of Office Lighting 
By Deac Martin 
March, page 32 


STANDARDS 
They Clock Repetitive Office Tasks 
By Robert B. Wolcott, Jr. 
June, page 20 
TRAINING 
Training For Reading as Aid to Office Efficiency § 
January, page 32 
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BLUEPRINT 
CABINET 


FOR: Art and Photos 
Engravings 
Maps and Plans 
Blueprints 


A five drawer unit built of heavy 
gauge furniture steel. Smooth gliding 
drawers on ball-bearing rollers, 
equipped with rear hood and lift com- 
pressor in front. Can be securely 
stacked. Cole gray or olive green. 
Inside Drawer Outside Cabinet ~ Price for 7" 
No. W. D. HL W. D. HH. SDrawer Unit Bases 


4030 37” 25” 2% 40%” 28%” 15%” $112.50 $16.00 
4332 43” 32” 2%" 46%” 35%” 15%” 149.50 18.50 


5038 50” 38° 2%" 53%” 41%” 15%” 169.00 20.50 
Automatic Plunger Type Lock Controlling All Five Drawers—$15.00 Additional. 


Spring compressor follow 
block for above... $1.90 


The above file without ball bearing rollers: 


No. C112, letter-size ............. $7.95 each (lots of two, $7.50 each) 


No. C115, legal-size ............ $8.95 each (lois of two, $8.50 each) 


EEEEE BEEEE 


Prices slightly higher in Texos, Colorado and West of the Rockies 


JSS sTeel eQulruen 


Illustrated above, 
two 5-drawer units 
on a sanitary base. 


STEEL LETTER FILE 


Made of heavy gauge furniture steel, electrically 
welded throughout. Smooth gliding ball-bearing 


rollers for easy action even when heavily loaded. 


Extra heavy formed reinforced channels run full 
length of case inside. Files can be interlocked 
into solid batteries. 14” wide, 12%” high, 24%” 
deep. Olive green finish. 


No. 1200, Letter-size 
No. 1500, Legal-size, 17” wide... $10.25 
Equipped with lock and 2 keys... $2.0 additional 
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10 DRAWER 
STEEL UNITS 


16,000 Card 
Capacity 


Built To Last 
A Lifetime 


Electrically welded. Stacking feature for additional draw- 


ers. Olive green and Cole gray baked enamel. 

No. Card Height Width Depth Price 
10335 3x5 40%" 12%" 16” $41.50 
10346 4x6 45%" 14%" 16” 46.00 
10358 5x8 50%” 18%" 16” 58.00 
10369 6x9 555%" 20%” 16” 70.00 

With locks $2.10 extra per drawer. 


No. 2712 
LETTER-SIZE 


$9935 


MULTI-DRAWER CABINET. Contains 27 drawers (let- 
ter-size). Ideal for office forms, printed matter, photo- 
graphs, etc. Green or Cole gray baked enamel finish. 
Outside dimensions . . 37%" high, 30” wide, 1312” deep. 
Inside drawer dimensions. .3%” high, 9” wide, 12” deep. 


LEGAL SIZE No. 2716 
with 16” deep drawers instead of 12” drawers...$49.95 


Veavun tag 


$592 


With automatic lock for 
drawers, No. 470PL $62.15 


“SECRETARY” FILE. Contains: two letter-size files; two 
double index drawers for 3x5 or 4x6 cards (6400 capac 
ity); three adjustable storage compartments under lock 
and key. Size, 37%” high, 30%” wide, 17%" deep. 


Olive green or Cole gray baked enamel finish. 


With automatic lock for 
drawers, No. 1478PL $67.45 


CONCEALED SECRET VAULT for personal papers and 
other valuables (only YOU know the dial combination). 
Also: two ball-bearing letter files. Two index drawers fot 
3x5 or 4x6 cards (6400 capacity). Two adjustable com 
partments under lock and key. 37%” high, 30%” wide, 
17%” deep. Olive green or Cole gray baked enamel. 


No. 1473 — Similar to above, except instead of the card drowem 
a third letter-size filing drawer has been added . nanenen SM 
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No. 349S 


499° 


BOOK CASE. Sturdily constructed of heavy gauge steel. SAFETY CABINET. Heavy steel cabinet with combino- 
Designed for many uses. Will keep your office supplies, tion dial lock, which controls a two-way locking device. 
catalogues and printed matter neat and orderly. Improves Only YOU know the combination. Three adjustable com- 
the appearance of your office. Three adjustable shelves. partments. Size 37%” high, 30%” wide, 17%” deep. 
37%" high, 30%” wide, 17%” deep. Olive green or Olive green or Cole gray baked enamel finish. 


Cole gray baked enamel finish. 


DESK 

HEIGHT 
No. C1505 No. 5426L 
ng 34% 
STEEL SECURITY BOXES. Built of heavy gauge steel, PORTABLE FILE. Top and bottom sections have locks 
Welded throughout. No. 180Y — Size 114” x 7%” x 4%”, and keys. Upper section for active records, has spring 
With Yale paracentric lock and two keys. Olive green. compressor. Green or Cole gray. 30%” high. 
No. C1505 — Size 16” x 12” x 7%” with combination Upper compartment, 13%” wide, 1112” high, 24” deep. 


dial lock. Cole gray baked enamel finish. Lower compartment, 12%” wide, 14” high, 24° dees. 


Prices slightly higher in Texas, Colorado and West of the Rockies 
CUTS OR PHOTOGRAPHS OF ALL COLE PRODUCTS ARE AVAILABLE ON REQUEST 


di. 


—" eo? d 2 : * 
. 7 P a. Pe ok can 
| ee eS a = 


YOUR GUARANTEE OF QU 


LIT) 


paces 


— yg 7 h J 3, im Bas. if ¥ | Sa ie “(a ~ AT een + teen 
. ; i, 
a $9 & : ce. — ie 
bs AL g : > + es Be ® 2 Pe. - , ae , a ; 
: SS =. oe =e 
S & ‘ 4a - ben : 
a ae ; ona as e eae, 
— i 4 (aie is: 
- — — ee Bes ceo § i 
—EES esy | | Sa | 
; TI — a 
; A iF Uy ‘ i ma oo 
+ & \) 110 i 4 ~ 2 ; { ; ' 
hic a \\, = e % “a. ak ' 7 
; =F <avee = “a es & ee a 
id . ee 7 il fj Pye, eee ee 
5 mir] io a ae Aa RR 
a Whee |/ | 9) “Bitte 
4 " ; oe | 4 ap oof i d og 
4 ~ —— i ) 
‘ . ee eee * . Bee c 
= += FS desc & 
for ; ee - ne a 
62.15 : ° a 
S; two 
apac- 
t lock 
, ? 
for } 
67.45 ty 
ars and a 
ation). 
vers fot 
e com ay it 
‘ wide, - 
namel. 
drawer , 
$53. ee "9 
aan Be ee 4 4 ae eo 4 se F i ’ j % 
= > Py Se ; meee led F 
UK ae : _ = | 
k + eee i _— & > se rhea ae pyar’ eam - ; , ia 
7 ee —_ fi a . .. i oo 


<7 


PRONTO STORAGE FILES 


for less active records. 


Letter Size $4955 
OTHER SIZES AND PRICES r Size SY P 
Inside Dimensions FIBRE BOARD STEEL | Size 35 
SUGGESTED USES a ae _ 1 $ 
U - = 
. P Fil PRICE Fil PRICE H 
— ae tee No. Single Carton No. Single Carton Check Size 2 
fs Sg] ce | Bs BAS | RE AS a ee oe 
‘i ee ee ee 2108 . 3.45... 3. e ee 4 3 
a Legal or Copa | ISR 2100 ..28 | eso. 4381. acs | Wsteel: Gael. sa 275-lb. test corrugated fibre board and 
: ER cc | os 24 | E109». 3.20... 3.10 109L.. 3.95... 3.85 forced with steel on the shell and the four¢ 
*2 Rows 8x5 Forms... io . See El08 .. 3.50.. 3.40 W08L.. 4.25.. 4.15 f the d 
*Invoices or 2Rows 8x5 | 10% .. 8%..18 | El08M. 3.45. . 3.35 108M . 4.15... 4.05 of the drawers. 
% Ereight Bill We ++ 7-20 | Ev... 300.. 290 | IiL.. 355. 345 nr ae pa lar youd tat 
Drafts or Checks. | 9% .. 44.124 | E94 2. 2402. 230 | 1941L.. 300.. 2.90 SRerees Mle SONS ens ene Sat et 
Drafts or Checks. | 9% .. M.. 18 | EMM’. 235. . 225 | IMIM . 295. . 285 the ceiling, saving valuable floor space. 
Sx8 Forms —___ 8% |: 54: . 2 E85... 270.. 260 | W85IL.. 330.. 3.20 
eDeposit Sii ps(2Rows) | 8% .. 5%..15 | E8sS .. 260.. 250 | I85IS.. 3.20.. 3.10 LOCATE YOUR RECORDS EASILY — No mor 
Deposit Slips 8% .. 44... E84 .. 2.40.. 230 | I84IL.. 3.00... 2.90 of fussing and fuming. With Pronto files 
Tabulating Cards. | 7% =. . 3%..24 | E73 .. 2.40.. 230 | I73IL.. 2.95.. 2.85 get at all records just as easily as in your 
$3x5 Cards (3 Rows) | 16, .. 4i2..24 | E64 2. 435.. 425 | 1645L.. 5.60.. 5.50 ive fil 
aug Cards 2 Rows) — 12 on $ ia 24 E24 coe 3.20 ex 3.10 1246 « ‘ 3.98 eee 3.88 active files. 
ards ow: ee ee oo BEOee & ee oo & APPEARANCE — 
psden K pright) - Sfp -- Wi. - 24 | E52. . 335. 3.25 | WSL. 425-2 4s + ma - Mires files art 
edger is aie t a os in appearance, finis in an attrac 
d Sa, f ae afi :. 5.05 | 121M. .. 6.60 
Ledger Shoots V4 8 | £12 5.15 M. 6.70 green. The Id or teend you 
*These numbers have removable divider partitions. {Packed 6 to a carton—all others 12 to a carton. lar active office files. 


Prices slightly higher in Texas, Colorado and West of the Rockies 


PRONTO FILE CORPORATION by 


285 Medison Avenull — sag we 17,N. ¥ 
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ONE-DAY FILING SCHOOL 


Office employees from many companies are shown 
here attending the one-day filing school conducted 
by the Globe-Wernicke Co. The filing lessons, given 


annually since 1948, were-held recently at the New 
York Athletic Club. Among the speakers was Leta 


J. Stroben, of Globe-Wernicke's systems division. 


YOU'RE AWFUL SLOW, BOSS! 


That letter the boss is pecking away at gets a critical 
once-over from his secretary as he takes over her 
job on National Secretaries Day, June 7. Giving the 
orders here is Claire Kearney. Receiving them is 
Walter E. Ditmars, president of Gray Mfg. Co., 
Hartford, Conn. Elsewhere that day, Ida Quina 
(below, right), secretary to Charles Hallenborg, ex- 
ecutive vice-president of Dictaphone Corp., New 
York, made herself comfortable behind his desk, 
opened a magazine, made a few phone calls, and 
then checked on how well the boss was doing. 
"You haven't done a thing but open the mail," 
she scolded. “Have you filled the water jug, have 
you looked in your appointment book or at these 


other papers?’ Mr. Hallenborg admitted he hadn't. 
"| couldnt even get the drawers open,” he said. 
But that wasn't all. A Harvard social scientist, Otto 
Von Mering Jr., announced that after much research 
he'd discovered “Miss Best Adjusted Secretary of 
1952." She's Doris Dean, 22-year-old secretary to 
a New York doctor, seen (below, left) chatting 
with Mr. Von Mering. According to the Harvard 
scientist, she typifies the modern secretary, "a happy 
efficient young woman, who has successfully short- 
ened the psychological distance between herself 
and her boss.’ Mr. Von Mering's studies were made 
in co-operation with SoundScriber Corp., New Haven, 
Conn. 
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new things 


A KITCHEN PANTRY 


of the Hotel Marguery, New York, was remodeled 


recently into a colorful modern reception room for 
Brenon and Morgan Associates, public relations firm. 
Removal of the cabinet and counter (left), and ad- 
dition of curved reception desk, were the only 
construction changes made in the room. Origina! 


hand-screened wallpaper, "Out the Window," by 
Richard E. Thibaut, creates a three-dimensional feel- 
ing. Doors were painted to match the beige back- 
ground of the wallpaper, which gives the effect of 
spaciousness through its motif of clouds and butter- 
flies seen through lattice paneling. 


OFFICE INTERIORS 


of the First Federal Savings & Loan Association of 
New York have been chosen to illustrate a series 
of institutional advertisements run by Clark & Gibby 
Inc., office furnishers and decorators, 20 E. 4Ist St., 
New York. Shown here are the offices of Harold 
C. Hahn, president of Federal Savings (above), and 
of J. Mortlock, executive vice-president (below), 
which were part of a full-page advertisement appear- 
ing recently in the “New Yorker" magazine. Other 
firms whose offices have been photographed for the 
series include: the Industrial Bank of Commerce, 
the DeVilbiss Co., and the Burdell Oil Co., all of 
New York, and Walker Laboratories, Mt. Vernon, N. Y. 


V-DEX 

is the latest record-maintenance development of Die- 
bold Inc., Canton, O. The new product provides for 
accessibility and visible control of all types of business 
records. Assorted-size records may be added or 
removed easily. V-Dex is constructed of furniture 
steel, finished in Diebold chroma-gray “fine wrinkle." 
Several models are available to fill various business 
requirements. A free booklet, obtainable from the 
manufacturer, gives additional details and specifica- 
tions. It is called, “Here's How to Bring Accurate 
Control to Your Business Records.” 
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NOMA CONFERENCE 


Here are additional scenes from the recent confer- 
ence of the National Office Management Association 
in San Francisco. Above: Tom Pitts, Myrtle Desk 
Co., High Point, N. C., and R. A. Nelson, Nelson- 
Thomas Co., San Diego, Calif. Center: Alex Rattray, 
“Office Management and Equipment," J. L. Jackson 
and Floyd Fulton, Clary Multiplier Corp., and Chris 
Dunkle, "OM&E."" Below: Gwen Wood and Gordon 
E. Schmidt, Moore Business Forms Inc., and Harry 
W. Stewart, Gray Audograph Co. 


FILING CABINETS 


Peerless Steel Equipment Co., 6616 Hasbrook Ave., 
Philadelphia, has introduced a new line of meta! 
filing cabinets called the ‘6600" series. The line 
features non-jamming side-locking follower blocks, 
ball bearing suspension slides, and streamlined han- 
dles in which automatic drawer latches are an in- 
tegral part. The cabinets are available in two- to 
five-drawer heights, in both letter and legal widths 


| na amt 
Soar Rove pmReeT IMAGE PLATE 
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DIRECT IMAGE PAPER PLATES 
developed especially for offset printing machines, 
has been introduced recently by the American 
Stencil Mfg. Co., 2714 Walnut St., Denver. Accord- 
ing to their manufacturer, these plates, called Sure- 
Rite, will not warp, shrink, or lose their dimensional 
stability if used as directed. Sure-Rite plates are 
available in three types, for short, medium and long 
runs. 
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SPOTLIGHTING 


July, 1952 


and floodlighting jobs are handied efficiently with 
this new fixture developed by Silvray Lighting, Inc., 
Bound Brook, N. J. The unit may be screwed into any 
existing wall or ceiling receptacle, eliminating al! 
installation expenses. Heart of the fixture is the 
newly-developed 1|00-watt A-21 silvered-bowl lamp. 


41 


li 


ee a — = — ne. es gee oS ae ae ee. | a) ae Eset gue x _ a 
; a a 
new things in the news 
—_————— rr ——— 
a» i to — . 
e | ae  ~ 
4 2 ; “i . ) : e ih a 7 fe) a paren: Ph, | , 
7 y ‘43 7” - . = 1 he | r 3 
| aa f \ NG 7 
: ~_ ae ? re ; 
ae A 
Sa 
_—_—_ ae 
1: | = OFFICE MANAGEMENT AND EQUIPMENT | 


——_ oe 


42 


AIR MAIL STICKERS 


made of pressure sensitive tape are offered by the 


Labelon Tape Co. Inc., 450 Atlantic Ave., Rochester, 
N. Y. No moistening is required with the new tape, 


which is designed to adhere to any paper stock. 
Roll of 150 labels costs 50 cents, while larger 650- 


label roll sells for $1.75. Labelon also manufactures 
"Write-on-it"” tape, and other plastic pressure sensi- 
tive tapes. 


CLASSIC AND MODERN 
design blend attractively here in the executive offices 
of the Parker Pen Co., Janesville, Wise.—classic in 
individual detail, modern in over-all appearance. 
Everything from the ash trays to the zebrawood desks 
is new. The 33-year-old building in which these 
offices are located will continue to house Parker's 
top men even after the pen company's new $3,000,000 
manufacturing building is completed this fall. Illus- 
trated here is the office of Kenneth Parker, chairman. 


Interior design consultant was Maria Bergson of New 
York. 
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AUTOMATIC LETTER-WRITING MACHINE 
A pneumatically activated automatic letter-writing 
machine, designed to type at speeds up to 150 words 
per minute, is offered by the American Automatic 
Typewriter Co., 614 N. Carpenter St., Chicago. 
Labeled the Dual Selector Auto-typist model 5060, 
the machine will operate any standard typewriter, 
manual or electric. It has the capacity to “hold” 
500 lines of typewritten copy which may be divided 
into as many as 100 paragraphs. These can be 
selected individually by means of numbered push 
buttons. Key to the Auto-typist’s mechanism is a 
perforated record roll similar to that used in player 
pianos. Letters are individually typed, with paren- 
thetical insertions such as names, dates, or prices 
inserted when desired by the operator. Price of the 
machine is $2,075 f. o. b. Chicago, plus installation. 
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new things in the news 


NEW CARD PUNCHER 

called the Card-o-Matic Punch, has been introduced 
by Remington Rand Inc., 315 Fourth Ave., New York. 
This machine, teamed with a mechanized continuous 
tub file, the Conve-Filer, enables the user in one 
operating sequence to select the proper master 
tabulating card containing repetitive data, insert 
it in the remote control sensing unit of the punch, 
select the desired information in the master card, 
add variable data, punch a new detail card and 
re-insert the master in its original file location—all 
from a single keyboard and almost completely auto- 
matic. 


NEW SPIRIT DUPLICATOR 

A new spirit duplicating machine in the ‘school,’ 
or popular-priced field has been introduced by Old 
Town Corp., 750 Pacific St., Brooklyn. Called the 
Copymaker 9S, it features automatic paper feed, 
fluid control, copy strength control, and rollers with 
oil-sealed ball bearings. The Copymaker is designed 
to produce 145 copies per minute, and to fit on 
19 x 12 inch table space. It has a soft gray hammer- 
tone finish, weighs 24!/. pounds, and was designed 
to retail at $175. 


NEV/ PORTABLE POSTING TRAY 

Posting Equipment Co., 777 Hertel Ave., Buffalo, 

N. Y., recently has introduced the Porta-Matic tray 

for holding either ledger sheets or card stock. Models 
accommodating ledger sheets have drop sides and 

are available in 12-, 1434-, and 18-inch lengths and 
seven widths from 5 to 7 inches. Length of the card- 

size trays is 143%, inches, with 5-, 6-, and 7!/-inch 
widths. The same firm offers posting stands to hold . 
one or more Porta-Matic trays. 


E-Z-SLIDE 

card and ticket holders designed to prevent inserts 
from sticking have been introduced by Cooks Inc., 
Camden, N. J. Available with electronic sealed 
edges, stitched-bound edges or cemented tape edges, 
these plastic “window sleeve" holders keep work rec- 
ords clean and undamaged. A sample E-Z-Slide 
holder will be sent by the firm upon receipt of a 
letterhead request. 
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LIGHTING BY THE YARD 


is a phrase used by the Smithcraft Lighting Division, 
Chelsea, Mass., to explain its “Area Illumination,” 
a complete fluorescent over-all lighting system in 
which an entire ceiling becomes a single “fixture.” 
Area Illumination was designed to present the archi- 
tect and engineer with freed of choice as to 
size, pattern, intensity, shielding media, and peri- 
phery treatment, its manufacturers say. For office 
buildings, it offers an efficient answer to functional 
lighting within the module system so popular today. 
With Area Illumination, functional lighting can be 
treated much like air conditioning or heating, ac- 
cording to Smithcraft, eliminating the need for new 
fixtures or fixture alterations every time a module is 
changed. 


NEW PLATE-GLASS PANEL 

has been added to the line of the Grand Rapids 
Products Inc. office units. They are designed for use 
with the 42 inch Sound-X partitions. Basic principle 
in the design of the prefabricated offices is sturdy, 
yet portable, sound-absorbing partitions, which can 
be used with standard office furniture or a spe- 
cially designed L-shaped desk. Grand Rapids Pro- 
ducts, Inc., at at 140 Federal Sq Bldg., Grand Rapids, 
Michigan. 


NEW BRUNING COPYING MACHINE 


me es 


EDISON 


TELEVOICE TOM 

a not-so-silent sdlesman of Thomas A. Edison, Inc. 
West Orange, N. J., is becoming a versatile crowd- 
puller in the business show and convention circyit. 
He is being used to promote Televoice, a new phone 
dictation system. A speaker hidden behind Tom, or 
the interchangeable card held in his hand, invites 
prospects to try Televoice for themselves. ‘Want to 
leave a message with the person you've just seen 
or couldn't see?" Tom asks. Anyone accepting this 
offer merely dictates his message through the Tele- 
voice phone to a central recording unit located next 
to the receptionist's desk. The message is tran- 
scribed and delivered usually within two hours. Tom's 
recorded speil is automatically silenced when the 
receiver is lifted. 


OFFICE MANAGEMENT AND EQUIPMENT July, 1952 


Charles Bruning Co., 125 North St., Teterboro, N. J., 
is producing a new low-priced, high-speed Copyflex 
machine, the Model 30, for making copies in business 
and industry. The Model 30 has a full 46 inch print- 
ing width to handle standard 42 inch roll stock or 
insertion of multiple cut sheets of copying paper. Its 
48 inch, 2000-watt Vycor mercury arc lamp enables 
the machine insure uniform exposure and to speed 
printing up te a maximum of 12 linear feet per min- 
ute. 
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1952 


Equipment 
Round-Up 


This month: Secretarial posture chairs. 
staplers. and numbering machines 


POSTURE chairs, in fact all the lines covered in this 
feature are in fairly good supply. Lines are intact, 
and in some cases have been broadened. Indications 
are that the pinch anticipated this time last year has 
not come to pass. But manufacturers agree that con- 
ditions could change in a twinkling. 


Aluminum Seating Corp. reports “We have not short- 
ened our line of posture chairs. Conditions appear to be 
improving. All models of our line are still available for 
general office purchase.” 

Posture Chair SP-550 features the use of foam rubber 
on both seat and back. The combination of No-Sag springs 
and foam rubber in the seat is a feature of this model. 
This type of seating automatically conforms to the posture 
of the individual user and completely eliminates fatigue. 
SP-550 has five adjustments and is furnished in a variety 
of colors in Tolex as well as other materials. 

“From time to time we have had to extend delivery on 
our Executive Posture Chair models because of the tre- 
mendous demand and the shortage of swivel mechanisms,” 
Aluminum Seating Corp. reports. 


Art Metal Construction Co. reports, “Current emergency 
conditions have caused us to temporarily discontinue our 
slat back model chairs. All other models in our line are 
still available for general office purchase.” 

Art Metal Posture Chairs are completely adjustable to 
the correct comfort seating requirements of the individual 
user by means of five convenient controls (one of which, 
the Live-Action back, is wholly automatic and requires no 
attention or adjustment). 

The Art Metal Tilt-Action seat and Live-Action back in 
the No. 709-A Secretarial Posture Chair supports user’s 
body in proper comfort balance at all times. Rear edge 
of seat relaxes two inches from a horizontal plane while 
forward edge rises only slightly, thus permitting user’s feet 
to remain comfortably at rest on floor and eliminating any 
constricting pressure back of knees. 

The remaining four controls: for correct height of seat, 
tension of back support, height of back rest, and angle of 
chair back, enable chairs to be fitted on-the-spot to the 
user’s needs without the necessity for special fitting serv- 
ice, 

Market demand for Art Metal Chairs has resulted in 
extension of delivery dates 120 days or more beyond nor- 
mal, the company reports. 
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Bates Mfg. Co. electric stapler. (See p. 50) 


Domore Chair Co. Inc. reports it is still producing its 
complete line of executive, clerical and factory seating. 

The Postur-Matic Chair has two salient features: (1) Air 
ducts and holes for cooling of the body; (2) a seat design 
to automatically remind the occupant to sit in good pos- 
ture. It is available in a variety of cloth, leather, and 
plastic coated materials. It can be furnished to match any 
color scheme in an office. 

“Domore for years has had an extensive seating service 
program known as ABC Seating Service,” John D. Wil- 
liams, vice-president of the company, reports. “Our whole 
intent is to make our chairs effective when they are used 
in an office or factory.” 


General Fireproofing Co. reports that the current emer- 
gency has not caused shortening of its line. All models are 
still available. Its Goodform aluminum chair no. 2123 is 
designed to provide practical working comfort for secre- 
taries, stenographers, office-machine and clerical workers. 
Comfort is insured whether user is tall, short, slender or 
heavy, by five adjustments which make it possible to fit 
the chair accurately to anyone. The Goodform 2123 is 
made of aluminum and will not split, splinter or warp. 
Heat treating after fabrication gives strength and the 
anodic process creates a finish of extreme hardness and 
durability. Air-cooled Foam Rubber is standard cushion- 
ing material. Upholstery is either Goodform plastic-coated 
fabric or bedford cord. The Goodform 2123 is available in 
from 30 to 60 days, depending on type of finish and up- 
holstery desired. 


W. H. Gunlocke Chair Co. says that its 682A chair 
provides the extra comfort of a full foam rubber seat and 
back, along with individual adjustments that fit the chair 
to any person. Adjustments are all made by hand, without 
the need for tools or special information. 

“We are continuing the production of our entire line of 
chairs, and anticipate no special bar to continued high 
volume,” Gunlocke says. “In general, all shipments are 
being made within 30 days.” 


Hamilton Mfg. Corp.’s line of Cosco products includes 
the model F-16 Fingerlift secretarial chair. This model 
features the fingerlift lever beneath the seat which assures 
positive locking at any height. Other features include the 
one-piece %-inch tubular steel back frame, the du Pont 
Fabrilite upholstered back and seat, the all-steel saddle- 


OFFICE MANAGEMENT AND EQUIPMENT 45 


hoe) 


a Lip 


et ae i il a -" + ae | p Rig eos io es || ae - ee oe as bs le ha May 4 | 
i . - .: im 5 a 
+ = — 4 ’ = Wg te eae ae 
i re & * ie. : 2) a Salen 
ae ta ‘ate : 7 ie = 
’ -" ale , es ce es Pig . . ; . 
a SS. -_ gh! 
, a | sr % 
I 
' o- 
| 
= 
na | ’ 
pyflex 4 
ssiness 
print- | 
ck or | 4 
. | 3 
nables_ | 
speed Ba 
r min- P 
7 
an ee 
‘i 


Tools of the Office 


Domore Chair Co. Shaw-Walker 
model 790 model 8315 


shaped revolving seat, and the wide-flared legs which pre- 
vent tipping and provide maximum leg room. 

The seat may be raised or lowered between 16 and 20 
inches in height; the depth of the seat may be adjusted by 
moving the back in or out; the backrest can be moved 
up or down to provide support wherever needed; the 
backrest tilts to follow the back and has ar adjustable 
tension spring. 

The Hamilton Corp. reports that all models in the Cosco 
line are currently available. 


Harter Corp.’s model E-15R is a rigid-back posture chair 
of arc-welded steel. Featuring a heavily embossed metal 
seat pan and a metal back pan, the E-15R has a 1%-inch 
tubular steel base, and a seat and back of resilient foam 
rubber. It is available with leather, fabrics or plastic-coated 
fabric upholstery. Delivery in about 30 days. 

Harter has temporarily discontinued several models in 
both the stenographic and executive chair lines in an effort 
to conserve steel. Delivery on executive chairs is running 
approximately 45 to 60 days. 


High Point Bending & Chair Co. says, “We are attach- 
ing glossy print of Model 4856 stenographic posture chair. 
This chair is regularly supplied in light office oak, Softone 
oak, walnut, or mahogany finish. The upholstering incor- 
porates the use of, foam rubber and either deep buff or 
top grain leather. We also supply this chair in a combina- 
tion of top grain leathers and Goodall Gros Point fabrics 
when specified.” 

High Point reports that its line currently contains the 
normal number of patterns. Demand is still heavy on 
medium and low priced revolving chairs. Delivery dates, 
however, are reasonable on most all patterns, the company 
says. 


Indiana Chair Co. reports its model no. 1410 stenogra- 
pher posture chair available with walnut, mahogany, light 
golden oak, or softone oak finishes. The seat and back may 
be upholstered with either elastic naughahyde or top grain 
genuine leather, or in a combination with a fabric seat. 

The model 1410 have five adjustments, making the chair 
fit for practically any sized person. Deliveries are made 
approximately 45 days after receipt of order; the price 


is $45. 


Remington Rand Inc. posture chairs are being produced 
in adequate supply, the company reports, indicating that 
for them the “emergency” is over. Remington Rand de- 
scribes its Cushioner chair No. 9219. Height of top of 


Ohio Chair Co. Shepard Chair Co. 
model 700 model 1023 


back from seat, 12-1514’; size of back rest 1134” by 7”; 
height of seat from floor 17%” to 20%”; width of seat, 
154”, depth 14”. Seat is upholstered in plastic-coated fab- 
ric over foam rubber. Five adjustments for individual's 
comfort. Other models available. 

Remington Rand offers a Business Equipment Efficiency 
agreement to its customers designed to service all Rem- 
ington Rand products before the breakdown of equipment 
necessitates repair. 


Ohio Chair Co. Inc. announces that although current 
emergency conditions have somewhat curtailed its produc- 
tion, all models are still available. 

The company’s model 700 Rest-All clerical posture chair 
has a tilting backrest adjustable for tension and _ height. 
Its saddle-type seat measures 15% x 17 inches and is 
thickly cushioned with foam rubber. The cast aluminum 
base has a 24-inch spread and rides on 2-inch ball bearing 
casters with soft rubber tread. Base, hairpin, and all al- 


W. H. Gunlocke Chair Co. model 682A 
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New executive chairs by ED 


metal furniture since '97 
More beautiful than ever in hand-finished Royal Satin Chrome or 
Plastelle Enamel...More dutiful than ever in sturdy square tubing - 


We believe our new Executive series sets a | oven-baked enamel gives a rich, enduring fin- 


standard for quality never before achieved in 
office furniture styling. Royal Satin Chrome, a 
new triumph of the polisher’s art, accents the 
trim strength of the square tube design with, 


ish in a wide choice of decorator colors. And, . 
as with all Royal chairs, these are made to 
eombine proper posture with wonderful com- 
fort. Side and arm chairs to match every execu- 


the subtle tone of sleek, heavy satin. Plastelle tive chair design. Write today for free catalog! 


ROYAL METAL MANUFACTURING COMPANY 


175 N. MICHIGAN AVE., DEPT. 67, CHICAGO 1 
New York « Los Angeles » Michigan City, Indiana « Warren, Pars Galt, Ontario 
—— | 
NUFACTURING CO- 
D ept. 67. Chicago 1 


ee 
Royal—your only single source { ROYAL METAL MA 
for every need in business | 175 N. Michige" Ave. 


free COPY 
| Please send ~~ di furniture catalog. 


and professional furniture 


of your new 
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’ Art Metal Co. 


Wells Chair Corp. 
model 709A 


model 1270 


Hamilton’s Cosco 
model F-16 model 972 


Sturgis Posture Chair Indiana Chair Co. 


model 1410 


General Fireproo 
model 2123 


fing Co. Royal Metal Mfg. Co. 
model 1276 


uminum parts have a natural high-satin finish permanized 
with a final plastic coating. Goodall fabrics in green, ma- 
roon and brown are used for upholstery, with naugehyde 
plastic-finished simulated leathers in various hues obtain- 
able on request. 

Ohio Chair Co. reports it has had to extend delivery dates 
on all its models. 


Royal Metal Mfg. Co. points to a line that has been 
brought up-to-date, with some items discontinued and even 
more new designs added. Royal Metal’s line includes two 
secretarial posture chairs, three executive swivel chairs, 
and a broad range of arm and side chairs, as well as acces- 
sory items and tables, and reception room furniture. 

Royal Metal’s No. 1276 posture chair has resilient all 
foam rubber seat and tubular steel base. All foam rubber 
seat is 2% inches thick. Shaped backrest is fully adjust- 
able four ways; in, out, up or down; mounted on a spring 
steel upright for good posture back support. Tubular steel 
base is all welded for greatest strength, finished in standard 
grey oven baked enamel or any Plastelle finish. Seat, 
which raises from 17” to 23’ swivels on a tool steel screw 
stem, enclosed in a heavy guage long housing to prevent 
chair wobble after long use. 


The Shaw-Walker Co. reports “All models of Shaw- 
Walker Correct Seating Secretarial Posture Chairs are 
available for immediate delivery.” 

Chair pictured is Shaw-Walker model 8315. Made of al- 
uminum with foam rubber seat and back. Choice of plastic 
coated or grospoint frieze coverings in a variety of colors. 
Seat and back fully adjustable, correctly designed to in- 
crease productivity. 
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Aluminum Seating Corp. 


High Point Bending & 


model SP550 Chair model 4P56 - 


Shepherd Chair Co. manufactures an all-purpose posture 
chair, model No. 1023. Among its features are “shu- 
guards,” caster covers which prevent shoe scuffing; finger- 
tip controls for height and backrest-angle adjustments; 
“orthoform” back support, “scientifically curved to support 
without pressure”; sliding seat, which can be moved back 
or forth while user is seated; replaceable seat covers; foam 
rubber cushioning; all-steel construction, and molded rubber 
guards which protect vulnerable areas of the swivel base. 

The Shepherd Co. reports no curtailment of production 
and the current availability of all its models, with the 
exception of model No. 825, armless swivel chair, which 


‘ will be obtained shortly. 


Sturgis Posture Chair Co. says that for a period of sev- 
eral months, material shortages forced a temporary sus- 
pension of production on a few Sturgis models. Effective 
April 1 however, production was resumed on the complete 
line. Expanded manufacturing facilities in both the Sturgis, 
Mich. and Charleston, S. C. factories, plus supplementary 
steel allotments has made it possible to restore normal 
delivery. The ball-burnished spindle bearing is now stand- 
ard construction on all the swivel chairs in the line. Devel- 
oped by Sturgis engineers, it means smooth swivelling; 
wobble and sidesway is eliminated due to the micro-toler- 
ance fit of spindle and bearing. 


TEAR sheets of earlier “Tools” features are 
available in limited supply. Please limit sets 
requested to two for any given month. 


July, 1952 


| |=|— re ara dl lll a 
7 
| Tools of the Office 
d a & ro es ‘ : 
ee. } me ~ \ i \ ES . 
‘ie | ‘ < ; L ’ tT | : 
wee ‘ e.| : 
oem a i a. ne 
| ‘leaden. : _ ) 
: vat : 4 . , . 3 ; hi 
5 St Dg! spi ae a H “ 
Ea % - i Fi oa ar a —— = 
sgh Ste i i _ : FT a 4 - = " > 
~ : ia My “Af "ee rite 
a & : Bi i. te | ) a 
ee a L es Ct Com 
= City 
j ae 
= ids 
” oss a ce wsate ung 
P D ; ' ae stile te sie = - = “ ; ; 
a ; ne , z y - ae , Fy Te, ae is a" ; 
= ¥ . Al ; 7 oe : ee i ——— 
: be ie ? ee ” icy he : - re i a a 1 
1 a Pe ‘ eS - lll — 
. 13 J ‘ \ 7 ; i - a = Pe Les % 
a 4 Bak. >. em 
eo ee 
, 
os q 4 ' 
a 
4 
a 
eo q 
= 
ni , 
Sa 
ie 
7 
a ." 4. 
bic: a 
a 4 
. " 
a 
Bo ody 
zt) on 4 
a ee Jul; 
eo a i : 
_ : 


sture 
‘shu- 
iger= 
ents; 
yport 
back 
foam 
ibber 
base. 
ction 

the 
vhich 


sev- 

sus- 
ctive 
plete 
irgis, 
ntary 
yrmal 
tand- 
evel- 
ling; 
toler- 


1952 


This is one of several Sturgis steel chairs salvaged 
from the offices of the Colgate-Palmolive-Peet 
Company after last summer’s disastrous Kansas 
City flood. For over a week these chairs had 
lan submerged in a corrosive mass of mud, 
acids, oils and the pollution from 10,000 rot- 
ting cattle. 


This is the way a Sturgis No. 1225 Office Guest 
chair looked after being pulled from flood filth. 


Sears eee. 9 | ge a ‘tae tee 


Sturgis Steel Chairs Survive 
Kansas City Flood! 


To the surprise of Colgate-Palmolive-Peet execu- 
tives, when the filth was scraped and washed 
off, the steel parts of the chairs showed absolutely no 
rusting or finish peeling. As soon as the upholstery 
was replaced the chairs were as good as new. 


Sturgis engineers were not surprised, however. 
They had long ago included Bonderizing of all 
metal parts in their program of building chairs 
capable of performing above and beyond normal 
use demands. ‘That these Sturgis chairs survived 
a flood is proof not only of the value of Bonderiz- 
ing but of the soundness of Sturgis manufactur- 
ing methods. 


You can’t see all the quality that’s engineered 
into Sturgis chairs but it’s there in full measure 
—and because it’s there, a Sturgis chair is a 
long term investment in office comfort and 
efficiency. 


Sturgis Dealer Wm. J. Evans 
(left) shows W. B. Ege of 
Colgate-Palmolive-Peet Com- 
y the same chair after it had 
n washed and reupholstered. 
The Bonderized steel frame 
came through unscathed. 


You can’t see all 
the quality that’s 
engineered into 
Sturgis chairs. 
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Tools of the Office 


Wells Chair Corp. features the model No. 1270 posture 
chair. It has a springfilled seat, foam rubber adjustable 
backrest, ball bearing casters, and six adjustments for back 
spring, back tilt, back height, and raising and lowering. 

The company states that all models are presently avail- 
able, that is has not reduced its production because of 
emergency conditions, and that delivery dates have not been 
extended. ; 


Staplers 


Ace Fastener Corp. reports that it still has the complete 
Ace line of staplers, staple remover and staples. 

Aceliner, the company reports, measures 7% inches 
long’ Made of steel with triple-plated chromium base. 
This machine has four operations: it staples, pins, hand- 
fastens, tacks. Rubber bumpers permanently affixed to 
base allow machine to be used on wood surfaces without 
a. 3s damaging. Besides Aceliner there are the Ace Standard, 
= = Scout, Pilot and Clipper. 


The company describes its No. 202 model as a standard, 
heavy duty, desk type stapler combining extra features 


ae of a pinner and tacker for maximum usefulness. Upper 
Dai part of machine being quickly removable, offers a flat- 
. oe surfaced tacker for posting notices on bulletin boards; 
; suitable for other tacking jobs. Made of steel with chrome 


finish. Hardened steel working parts; rubber base pads. 
Easy to load capacity 210 staples. Main uses of No. 202 
are permanent stitch, temporary stitch and as a tacker; 
anvil revolves for permanent or temporary stitching. 


Bates Mfg. Co. reports on its electric stapler. Described 
as being smaller than an office typewriter, a weight of 27 
pounds, the machine has an AC motor, operates on 110- 
120 volts, 60 cycles. Stapling unit actuated when paper 
contacts hairtrigger switch. “Three years of experimental 
and engineering work prove conclusively that motor drive 
is superior to solenoid or compressed air drive,” the com- 
pany states, adding that the Bates Electric stapler is quiet 
in operation. 

Bates hand operated staplers are available too, as is 
the Bates staple remover. 


Bostitch Co. B8R; Hotchkiss Co. No. 5 


Arrow Fastener Co. reports its line of staplers intact. 


OFFICE MANAGEMENT 


Remington Rand 9219; Harter Corp. E-15-R 


Bostitch Co. recently introduced Model B8R combina- 
tion stapler and staple remover. The new feature is repre- 
sented by a blade-like fixture attached to the plastic base 
of the Bostitch B8 desk stapler. To remove staples with 
this simple device the operator merely slides the remover 
blade under the staple and pushes. The blade does the rest, 
It doesn’t have to be lifted or twisted. 

Office people will find this new product handy, since for 
the first time it provides a remover which is a permanent 
fixture on a stapler, making it hard to misplace and always 
on the desk ready for use. 


Fastener Corp. advises that is Duo-Fast Pocket Stapler 
is its only office model in a line of tackers and staplers. 
The Duo-Fast Pocket Stapler is exactly the size of a foun- 
tain pen. It weighs an ounce and a half—holds 100 staples, 
and will fasten as many as 12 sheets of paper. Can be car- 
ried around the office for away-from-the desk stapling jobs. 

Prompt deliveries are being made on both the Duo-Fast 
Pocket Stapler, the No. 154 staples for use in the pocket 
staper, and on standard office staples, the company reports. 


The E. H. Hotchkiss Co. indicates that immediate de 
livery applies on all orders these days. The company de- 
scribes its No. 5 stapler. Has stapling range of 3% inches, 
capacity 210 staples. Can be adjusted quickly for either 


Vail Mfg. Co. stapler 


Below, from the left: Ace Fastener’s Pilot, a Wilson Jones model, and 
Staplex Electric Stapler 
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The “Tools” 
Schedule 


AUGUST 


Adding and calculating machines, mic- 
roflm equipment, and dictating ma- 
chines. 


SEPTEMBER 


Desk lamps, office lighting fixtures, 
and visible index units. 


OCTOBER 


File cabinets and transfer files. 


NOVEMBER 


Executive desks and supply cabinets. 


DECEMBER 
Filing supplies. 


JANUARY 


Executive chairs, office safes, and check 
devices. 


FEBRUARY 


Typewriters, copy holders, time record- 
ers, wardrobes and lockers. 


MARCH 


Duplicating machines—all types. 


APRIL 


Fans, air circulators, air conditioning 
units, and water coolers. 


MAY 
Mailroom 


and addressing equipment and floor 
coverings. 


JUNE 


Bookkeeping machines, payroll ma- 
chines and systems, intercommunica- 
tion equipment. 


JULY 


and 


equipment and machines, | 


oes = a as aS ee Ses ae \ ee 8 Ao |" 


Only the COUH0 EXECUTIVE 


is adjustable in so many 


ways...so easily! 


© Model 18-A. 
tiny COSC re: 
-*) Executive. -- 
$4759 > 
($49.50") ’ 


Staplers, numbering machines, 
secretarial posture chairs. 
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t St oe T ‘S. ts : - 
No other chair offers such style, 
quality, and value! And no other ex- 
ecutive chair can match the COSCO 
Executive’s six comfort adjustments, 
all made without tools! 
Durable, all-steel construction, 
with foam rubber-cushioned, saddle- 
shaped seat and one-piece base. Du Model 15-S Model 20-A 
Pont ‘‘Fabrilite” upholstery and Secretarial Chair Arm Chair 
Bonderized, baked-on enamel finish $32:°° jo 
in modern office colors. Get full de- I sn A. tC 
tails! Mail os today! HAMILTON MANUFACTURING CORPORATION, 
Dept. D7, Columbus, Indiana 
HAMILTON MANUFACTURING CORPORATION Shidee: dah eaten eueanatits: wineee a l 
COLUMBUS, INDIANA | nearest dealer and complete catalog. 
*Zone 2: Florida, Texas, and Il Western states. ! 
| Firm . 
| 
By. . 
LUSCO: Te 
ee . SO “ol 
l City | 
Good seating ...in goodtaste | state A 
...is good business I RE ae 
OFFICE MANAGEMENT AND EQUIPMENT 51 
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aluminum 
chairs 


When you buy FINE-REST you buy more than a 
chair—you buy eye appeal, top quality, durability, 
and a return on your investment. Best of all, your 
investment will be surprisingly moderate. 


Why not write us for free descriptive literature and 
the name of your nearest FINE-REST dealer. 


“america’s Standard of Business Seating’ 
~~) 4 
ALUMINUM SEATING 77 orpetalion 


Dishibulsr AETNA ore. $o-g0 W. 29% ST. '. 


52 OFFICE MANAGEMENT AND EQUIPMENT 


Tools of the Office 


permanent or temporary stapling. Head is made of high 
tensile alloy die casting. Working parts of hardened alloy 
steel. Other parts made of pressed steel. Head and bay 
chromium plated; body grey wrinkle finish. 


Neva-Clog Products, Inc. says, “While until late hay 
year we were compelled to curtail manufacture because oj 
material situation, we are now in a position to fill order 
promptly. All models in our line are available, with the ey. 
ception of Model J-60 which was held up because of tog) 
changes, but which will be available again shortly.” 


Speed Products Co., Inc., long a manufacturer of a broad 
line of staplers and| stapling supplies, points to its Tot § 
pocket stapler. Des¢ribed as being of a size no larger thay 
a package of gum, ‘Tot 50 comes in its own plastic cag 
which also contains) a supply of staples. The stapler itsel 
is made of chrome {plated steel and has a red Tenite top, 
The Swingline group of staplers is intact, but high carbon 
wire staples for the Swingline Tacker and the No. }} 
Heavy Duty model have an extended delivery date. 


Staplex Co. reports that present conditions have in no 
way affected the delivery of Staplex. 


“However,” the company says, “we have inaugurated a 
rather extensive program of customer education as to the 
care, maintenance and servicing of the Staplex. The main 
point we stress is in the use of quality staples with the 
Staplex, so that the machine will operate top efficiency at 
all times.” 


Neva-Clog Products 
model J-30 


Arrow Fastener Co. 
model 202 


Speed Products Co. 
model 14 
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Fastener Corp. Duo-Fast 
pocket stapler 


The Staplex offers fast, automatic, electric stapling; both 
hands are free to handle work; adjustable to handle a wide 
range and variety of operations; uses standard size staples; 
easy to load; easy to maintain; and easy to operate. 


Vail Mfg. Co. reports that it expects to reinstate its |, 


Victor desk model stapler in its line of fasteners and fasten- 
ing supplies. The Victor has a steel cap and body with a 
chrome finish. Has a cast aluminum base over which is a 
grey baked enamel finish. Lists at $6. 


Wilson Jones Co. reports “We have not shortened our 
line, but expanded our facilities to meet demands. We have 
three staplers for office use and two plier-type models used 
in stores as well as offices. Our leading item in the stapler 
field is the Aluminum Stapler, which has the removable 
channel for easy clearance in case of jamming. We have 
not found it necessary to extend delivery dates, and gen- 
erally speaking, are shipping all orders with reasonable 
promptness. 


Numbering Machines 


American Numbering Machine Co advises that all models 
are available for general office purchase. 

“Fortunately, we have not had to extend delivery dates 
on any stock models and as far as special machines are 
concerned, this is another question which involves any- 
where from three to six weeks depending on the complex 
nature of the machine required.” 

The Model 41 is one of the few machines made which 
has the visible feature, making it so that the operator can 
read the number through the window of the machine and 
know what number will print on the paper. 

Model 43 Speed Set machine is one which is used exten- 
sively for irregular numbering. Each wheel is easily and 
quickly brought into printing position by means of its own 
individual lever and is of great value to banking institu- 
tions, textile mills and piece good houses. 


Wm. A. Force Co. 
5-action machine 


Roberts Numbering 
Machine Co. model AR 
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ACE STAPLE 


THE TOP QUALITY LINE 
The complete ACE line gives a better, more reliable Stapler no 


matter what price you want to y. Ask your dealer about 
stronger ACE Staples and the efficient ‘ACE Staple Remover, 


too! ACE Stapling Equipment has been known as the ‘* World's 
Finest’’ for more than 20 years. It is doing a better job of fasten- 
ing and unfastening papers. Also widely used for . bundles 
and cardboard boxes. 


SOLD THROUGH DEALERS EXCLUSIVELY 


oe & 4 “a ' = a 
———— : See 


Precision Locked 


‘ STANDARD HEAVY DUTY 
OFFICE STAPLER 


ce 


Preferred in 
modern offices 
4 everywhere 


ARreow FASTENER [0../nc. 


ONE JUNIUS STREET. BROOKLYN 12 N 
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Tools of the Office 


Ameurope, Inc., are the American distributors of Ger- 
man, Austrian, and British numbering and dating machines, 

Trio is a new and attractive automatic numbering ma. 
chine designed for hard wear and long life. The frame 
combines exceptionally pleasing lines with all the strength 
and rigidity necessary. The self-inking pad is newly de. 
signed so that you can re-ink without mess or dirty fingers, 
Finished in high-polish chromium plate, with comfortable 
plastic handle. The figure wheels are made of special alloy 
and every numeral is deeply cut for clear and sharp im. 
pressions. Seven actions: Repeat, Consecutive, Duplicate, 
Triplicate, Quadruplicate, Sixfold, and Twelvefold. 


Bates Mfg. Co. have a line of standard type numbering 
machines, and can make machines to order. A Bates eight 
movement machine is designed to give the most complete 


American Numbering 


Bates Mfg. Co. Standard 
Machine Co. model 43 


numbering machine 


numbering machine performance. Combines all the move- 
ments from consecutive through octuplicate and repeat. 
Also available are a standard model (consecutive, duplicate 
and repeat); five movement, and lever movement model 
for irregular numbering. Bates machines are equipped with 
roller bearings. Working parts are protected from dust and 
dirt. Ink pad does not have to be taken from machine for 
re-inking. Engraved figure wheels for long service and 
clean, sharp impressions. Machines come in three figure 
sizes. There are other Bates models, including a Bates 
platform machine. 


William A. Force & Co., Inc., describes its Force 5 

Action model as one having a simple, and _ foolproof 
mechanism. Finely machined parts insure positive perform- 
ance at each change of movement. Consecutive, duplicate, 
triplicate, quadruplicate or repeat movement are at one’s 
fingertips. 
Deeply engraved characters insure legibility and long 
Simplicity of design adds to the accuracy and ease 
of operation. The polished aluminum frame reduces weight 
and the plastic handle provides a comfortable grip. Avail- 
able in 6 wheels only. 

The Force line remains intact, with deliveries extended 
on all special models. 


Roberts Numbering Machine Co. advises that its Rapid- 
print Model AR prints as rapidly as papers can be inserted. 
“Each impression is an indisputable record of transmittal 
and action—down to the very minute.” 

“Less time is required with a Model AR Rapidprint Time 
Recorder to record incoming mail,” Roberts reports. “An 
endorsement can be made in less than half a second, and 
is complete from identification to the exact time of trans 
mittal.” 

In addition to the exact time being automatically im- 
printed on each document, the large engraving area enables 
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more complete details to be furnished. An’ automatic, 
smudge-free ribbon permits facsimile impressions to be 
perfectly reproduced. A combination of permanent die for 
company identification, with a revolving ‘die for depart- 
ment identification, can be furnished. 

A sensitive electric trigger insures instantaneous opera- 
tion. Minutes, hours and days automatically advance 
through a synchronized motor. Die plates are easy to in- 
sert, with a word roll available in place of the upper die, 


ae 


Tools of the Office 


enabling any one of the six different words to be chosen. 

Model AR is attractively designed and encased in a grey 
satin-finished case. The paper shelf is polished chrome and 
the machine rests on four rubber cup feet which reduces 
the stamping vibration to a minimum. Deliveries some- 
what extended. 


SECRETARIAL POSTURE CHAIRS 


Aluminum Seating Co. 

17 Cherry St., Akron, Ohio 
Art Metal Construction Co. 

Jamestown, N. Y. 
Art Steel Sales Corp. 

170 W. 233rd St., Bronx, N. Y. 
Cramer Posture Chair Co. 

1205 Charlotte St., Kansas City, Mo. 
Dependable Mfg. Co. 

434 Keeline Bldg., Omaha, Nebr. 
Dixie Chrome Products, Inc. 

711 E. Ist St., Irving, Texas 
Domore Chair Co. 

216 Monger Bldg., Elkhart, Ind. 
Louis H. Farber 

31 E. Congress St., Chicago 
Fritz-Cross Co. 

300 E. 4th St., St. Paul, Minn. 
General Fireproofing Co. 

E. Dennick Ave., Youngstown, Ohio 
W. H. Gunlocke Chair Co. 

Wayland, N. Y. 
Hamilton Mfg. Corp. 

Columbus, Ind. 
Harter Corp. 

Lock Box 392, Sturgis, Mich. 
High Point Bending & Chair Co. 

P. O. Box 312, Siler City, N. C. 
Indiana Chair Co. 

Jasper, Ind. 
Jasper Chair Co. 

Jasper, Ind. 
Jasper Seating Co. 

Jasper, Ind. 
Johnson Chair Co. 

4401 W. North Ave., Chicago 
Kewaunee Mfg. Co. 

502! S. Center St., Adrian, Mich. 
Knight Mfg. Co. 

3206 Avenue V, Wichita Falls, Texas 
Knoll Associates 

575 Madison Ave., New York 
B. L. Marble Chair Co. 

89 Willis St., Bedford, Ohio 
The Mayfair Co. 

315 N. Desplaines St., Chicago 


Free Check Design Service 


Manufacturers’ List 


Metal Office Furniture Co. 

Grand Rapids, Mich. 
Milwaukee Chair Co. 

120 So. LaSalle St., Chicago 
Murphy Chair Co. 

Owensboro, Ky. 
Murphy-Miller, Inc. 

P. O. Box 516, Owensboro, Ky. 
Ohio Chair Co. 

28 W. Madison, Youngstown, Ohio 
Precision Metal Workers 

3100 W. Carroll Ave., Chicago 
Remington Rand, Inc. 

315 Fourth Ave., New York 
Riteform Chair Co., Inc. 

2300 Ellis St., St. Paul, Minn. 
Royal Metal Mfg. Co. 

175 N. Michigan Blvd., Chicago 
Frank Scerbo & Sons, Inc. 

536 Pearl St., New York 
Shaw-Walker Co. 

Muskegon, Mich. 
Shepherd Chair Co. 

1912 Main St., Melrose Park, Ill. 
The Sikes Co. 

20 Churchill St., Buffalo, N. Y. 
Sturgis Posture Chair Co. 

Sturgis, Mich. 
Taylor Chair Co. 

Bedford, Ohio 
Toledo Metal Furniture Co. 

1100-1200 Hastings St., Toledo, Ohio 
Wells Chair Co. 

Michigan City, Ind. 


STAPLERS 


Acme Staple Co. 

1643 Haddon Ave., Camden, N. J. 
Arrow Fastener, Inc. 

Junius St., Brooklyn, N. Y. 
Bates Mfg. Co. 

30 Vesey St.. New York 
Bostitch, Inc. 

Mechanic St., Westerly, R. |. 
Fastener Corp. 

860 Fletcher St., Chicago 


Hotchkiss Sales Co. 

10 Hoyt St., Norwalk, Conn. 
Majestic Staple Co. 

1100 Myrtle Ave., Brooklyn, N. Y. 
Markwell Mfg. Co. 

200 Hudson St., New York 
Metal Specialties Mfg. Co. 

3200 Carroll Ave., Chicago 
National Business Systems, Inc. 

8430 Grand River Ave., Detroit, Mich. 
Neva-Clog Products Co. 

506 Logan St., Bridgeport, Conn. 
Precision Staple Corp. 

3 Waverly Place, New York 
Speed Products Co. 

37-18 Northern Blvd., Long Island City. 

N. Y. 

The Staplex Co. 

70 Jay St., Brooklyn, N. Y. 
Wilson-Jones Co. 

3300 Franklin Blvd., Chicago 


NUMBERING MACHINES 


American Numbering Machine Co. 

Atlantic & Shepherd Aves., Brooklyn, N.Y. 
Ameurope, Inc. 

57 Newark Ave., Jersey City, N. J. 
Bates Mfg. Co. 

30 Vesey St., New York 
Wm. A. Force & Co., Inc. 

216 Nicholas Ave., Brooklyn, N. Y. 
Fulton Marking Equipment Co. 

82 Fulton St., Elizabeth, N. J. 
International Buying Services 

2 East 23rd St., New York 
Roberts Numbering Machine Co. 

700 Jamaica Ave., Brooklyn, N. Y. 
The R. H. Smith Mfg. Co. 

367 Worthington St., Springfield, Mass. 
R. A. Stewart & Co., Inc. 

80 Duane St., New York 
Time, Date & Number 

298 Broadway, New York 


Broken Adding Machine Holds Up 


Established by Todd Co. 

A new check design service for commercial and indus- 
trial concerns has been announced by Gilbert J. Owen, vice- 
President of the Todd Company of Rochester, N. Y., man- 
ufacturer of bank and commercial checks. 

“Through the creative design department, we will now 
Provide free design service for commercial companies 
seeking to improve the advertising effectiveness and eye- 
appeal of the checks they use for accounts payable, payroll, 
and other disbursements,” Mr. Owen said. 

A similar Todd service has been available to banks for 
a number of years. Under the new plan, any commercial 
firm which desires to improve the design of its checks 
may submit samples of its present checks to the Todd 
creative design department. Recommendations in the form 
of new sketches, will be made by the company’s check 
design experts. 
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Army Pay—Abacus to the Rescue 

A broken adding machine recently turned back the clock 
hundreds of years for the finance office of the 40th In- 
fantry Division in Korea. The machine shuddered to a 
halt payday eve before finance personnel had completed 
hundreds of payroll computations. 

The glum thought of completing so much calculation 
without mechanical aid depressed the GI’s until Cpl. Gene 
Madsen of Leipsic, O., had an idea. He left and returned 
shortly with an ancient Japanese abacus. The abacus, 
with five rows of beads, had been used for centuries by 
Orientals for simple mathematics. 

Cpl. Madsen used the device to quickly dispose of the 
unfinished payroll work, and the division’s combat troops 
were paid on time. “I learned to use the abacus in Japan,” 
Madsen explained. “But,” he added thoughfully, “I never 
thought it would add up to this.” 
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Records Center’s main aisle. 


Chase Bank’s security regulations forbid printing picture of building exterior view 


Bank’s ‘Arsenal of Security’ for 


A look inside Chase National Bank’s Records 
Center where vital papers are stored behind 
walls two feet thick, where each day two 
miles of microfilm are filed securely, where 
emergency rations, cots, and blankets are at 
hand—all “just-in-case” precautions against 


loss of records in some future atomic raid 


IN A LOW AREA amid the hills of Westchester 
County, fifty miles from New York, crouches a field- 
stone building which since 1950 has served as an 
“arsenal of security” for the records of the Chase 
National Bank. Here, behind walls two feet thick, 
are stored microfilm records of Chase’s vital papers 
—a “just-in-case’’ precaution against their loss in 
some future atomic raid. Recently officials of the 
bank found they could also transfer to this arsenal old 
records from their archives which had hitherto oc- 
cupied high-priced space in Manhattan. 

Known as “Records Center,’ the 80 x 400 foot 
building houses more than 1,200 tons of papers and 
microfilm. Each day couriers make a round trip 
from New York by car and deposit at the Center 
about two miles of microfilm. On it are photographs 
of all papers that represent the business transactions 
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at Chase the day before. Here at the Center the films 
are developed, viewed, and filed. 

Nearly half a century old, the building was origin- 
ally intended as a plant to bottle the pure water of 
the area. A gable roof sweeps across its length and 
extends like a frowning forehead over the squat, stony 
walls. Despite its 80-foot tower, the building cannot 
be seen from highway approaches. 

As precaution against fire, the Center has an inde- 
pendent power plant with three generators, an elec 
trically driven water pump, and a man-made reser- 
voir with a capacity of 350,000 gallons. More than 
100 fire extinguishers are spaced every twelve feet 
throughout the record rooms. For emergencies, 
rations, cots and blankets have been stored away. 

To facilitate restoration of records that might be 
destroyed, periodic “reconstruction” tests are held. 
During past drills, actual reconstruction of opere 
tional records from Chase’s foreign, trust, and head 
office bookkeeping departments, as well as the entire 
records of a branch, have been successfully accom 
plished. During a test, technicians run off normal 
size facsimiles from microfilm, while adding machine 
operators and typists follow reconstruction proceé 
ures outlined in manuals prepared by the bank's de 
partment personnel. 

The more routine duties connected with the Re¢ 
ords Center start with the daily microfilming of the 
bank’s papers at all branches. The films are trans 
ferred to a collection point at the head office where 
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A well-stocked side aisle holding Trust Dept. records 


Vital Reeords - 


couriers pick them up for their 114 hour journey to 
Westchester. At the Records Center they receive iden- 
tifying marks and are turned over to the laboratory 
for developing. Next, films are examined and filed 
in the basement vault in accordance with a retention 
schedule suited to the type of transaction contained 
on the reel. The operations are in charge of Tyra J. 
Roberts, resident custodian. 

Chase’s Records Center represents in this atomic 
age a tempering of foresightedness with realism by 
one of New York’s largest banks. It is an expensive 
precaution—and one which its directors hope will 
prove completely unnecessary! 


Records are removed from files during reconstruction test 
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PEOPLE IN THE NEWS 


Clarke L. Hoagland has been ap- 
pointed manager of the Chicago office 
of the Commercial Controls Corp., 
Rochester, N. Y. With the firm since 
1947, he has been manager of the 
Detroit Branch since March, 1949. 

Carl H. Louison will replace Mr. 
Hoagland at Detroit. He has been 
a salesman here since June, 1946. 
Scott Cass, vice-president and general 
sales manager of Commercial Controls, 
announced the appointments. 


Friden Calculating Machine Co. 
Inc. has announced changes among 
several of its officers and appointments 
to two newly-created vice-presidencies. 
John M. Lund, formerly vice-president 


John M. 
Lund 


and general manager, was elected ex- 
ecutive vice-president and general man- 
ager by the board of directors. Harry 
M. Billings was elected assistant secre- 
tary and Victor C. Berds assistant 
treasurer. 

Former general sales manager 
Lawrence B. Taylor was named to the 
new position of vice-president in 
charge of sales, while Philip R. Sam- 
well, formerly Friden’s controller, was 
selected to fill the new post of vice- 
president and assistant general mana- 
ger. 

The changes were made public by 
Walter S. Johnson, president. 


Howard J. Martin, for the past two 
years manager of machine sales pro- 
motion for the Todd Co., has been 
promoted to manager of the com- 
pany’s zone sales office in Des Moines, 
Iowa, Gilbert J. Owen, vice-president 
in charge of sales, announced recently. 
Succeeding Mr. Martin as machine 


sales promotion manager is Croydon 
S. Taylor. 


Joseph J. Quinn has been recently 
appointed purchasing agent for the 
Philadelphia Coke Co., Philadelphia, 
ra. 


Herbert W. Dean has been appointed 
an assistant head of Eastman Kodak 
Co.’s mail and file department, David 
H. Fulton, assistant treasurer, an- 
nounced recently. 

Mr. Dean graduated from Syracuse 
University in 1939; then joined the 
Kodak Park payroll department. 
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Later, from 1940 to 1942, he handled 
surveys in the plant’s office methods 
department. In the Air Force from 
1942 to 1946, he rose from enlisted man 
to a captain specializing in personnel 
work. Returning to Kodak, Mr. Dean 
handled training and methods work, 
then joined the office management de- 
partment where he surveyed clerical 
functions and developed office pro- 
cedures. 

He is a member of the National 
Association of Cost Accountants, and 
of the Varsity Club and Alumni Club 
of Syracuse University. 


Paul S. Mirabito has been named 
assistant comptroller of Burroughs 
Adding Machine Co. He served ten 
years as comptroller of Control Instru- 
ment Co., Brooklyn, a Burroughs sub- 
sidiary. Prior to that he had been as- 
sociated with the firm of Haskins and 
Sells. 

Mr. Mirabito attended Columbia 
University and has a degree of Master 
or Business Administration from New 
York University. 


Joe J. Roth has been appointed dis- 
trict sales manager for National Pen- 
cil Co., Shelbyville, Tenn., to supervise 
the territory comprising the states of 
Illinois, Ohio, Michigan, Wisconsin, 
and Indiana. 


Diebold, Inc., Canton, O., acquired a 
new president and vice-president as a 
result of recent action by the board of 
directors at a stockholders’ meeting. 

Raymond C. Koontz, formerly execu- 
tive vice-president, was named presi- 
dent, succeeding George H. Bockius 
who relinquished his administrative 


W. K. Wilson 


R. C. Koontz 


duties after an association of more 
than thirty years with the company. 


W. K. Wilson, sales manager of Die- 
bold’s systems division, became a vice- 
president. 


James R. Duncan has been appointed 
controller of Park & Tilford Distillers 
Corp., New York, Henry C. Bernard, 
vice-president and _ treasurer, an- 
nounced recently. 


Gilbert H. Hoffman has been ap- 
pointed controller, and Lewis C. Zim- 
mermann assistant treasurer of the 
“Automatic” Sprinkler Corp. of Ameri- 
ca, Youngstown, O. 
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ASSOCIATION NEWS 
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At a 5-day conference last month, 
the National Association of Cost Ac. 
countants discussed special problems 
arising from a defense economy and 
the continuing problems of the ac. 
countant in industry. Approximately 
2,500 members attended the confer. 
ence, which was held in the Waldorf. 
Astoria hotel, New York. 


James C. McGuire, director of pur- 
chase and administrative services of 
the Port of New York Authority, was 
elected chairman of the “Government 
al, Educational and Institutional Buy. 
ers” at the thirty-seventh annual con 
vention of the National Association 
of Purchasing Agents. Mr. McGuire 


joined the engineering staff of the 
Authority in 1927. In 1931 he organ- 
ized that agency’s centralized purchas- 
ing department and since then has 
been in charge of all buying for the 
bi-state agency’s sixteen terminal and 
transportation facilities, including the 
George Washington Bridge, the Lin- 
coln Tunnel, the Port Authority Bus 
Terminal and the four air terminals in 
the port district. 


The first big and necessary step 
towards better public relations occurs 
when every individual in a company 
says, “I’m a public relations man,” 
H. Dixon Trueblood, director of pub- 
lic relations and advertising of the 
Occidental Life Insurance Co. of Cal 
fornia, said in addressing the recent 
convention of the Life Office Manage- 
ment Association in Colorado Springs, 
Col. His talk was titled “Public Re 
lations Aspects of Form Design.” 


Seven suggestions were made by 
Mr. Trueblood for improved public 
relations throughout a firm: 1) Re 
member that sound policy and effec 
tive performance is the heart of pub 
lic relations. 2) Think of yourself as 
an important public relations persof. 
You are. 3) Remember that the pub 
lic consists of many small publics 
4) Review forms continuously. 5) 
Watch for bafflegab and avoid the 
language of business. 6) Use the light 
touch when you can. 7) Ask your 
self how you'd react to this form # 
you were on the receiving end. 

In a talk, “High Morale Means Ir 
creased Office Production,” Ernest T. 
Koopman, vice-president of the Luth 
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ean Mutual Life Insurance Co., 
Waverly, lowa, told the convention: 
“Some companies have over-staffed 
their offices and thereby lowered the 
morale of their employees, while at 
the same time they have added to the 
cost of operation. They may have 
sacrificed efficiency. This can become 
a vicious circle. More help means 
less work. Less work leads to a slow-- 
down among workers. That in turn 
demands still more help.” 

Four reasons were given by Mr. 
Koopman for holding personnel to a 
minimum: 1) The average person 
wants to keep busy. 2) Employees 
who are accustomed to being busy 
are more inclined to help one another 
and other departments. 3) Discipline 
problems are reduced to a minimum. 
4) Absenteeism is almost unheard of. 


Other speakers at the conference in- 
cluded W. R. Horandt, Prudential In- 
surance Co.; A. C. Olshen, West Coast 
Life Insurance Co.; H. P. Stebbins, 
Bankers Life Insurance Co. of Nebras- 
ka; J. R. James, Southwestern Life 
Insurance Co.; C. M. Sutherlin, Cali- 
fornia-Western States Life Insurance 
Co.; P. W. Watt, Washington Nation- 
al Insurance Co.; R. D. Gray, Califor- 
nia Institute of Technology; W. W. 
Eaton, Forest Lawn Life Insurance 
Co, and H. A. Reeve, Constitution 
Life Insurance Co. 


The Communications Managers As- 
sociation of New York, at its annual 
meeting recently, elected officers for 
the coming year. They are: R. R. Fife 
(Pan American World Airways) presi- 
dent, W. A. Silver (Metropolitan Life 
Insurance Co.) vice-president, C. L. 
Maurer (Bankers Trust Co.) secre- 
tary, and J. J. Barrett (Bank of the 
Manhattan Co.) treasurer. 

Mr. Fife previously had served as 
vice-president, while Mr. Silver had 
served as treasurer. V. J. Murphy 
(Union Carbide & Carbon Corp.), and 
A T. Wacker (Socony-Vacuum Oil 
Co.) are outgoing president and secre- 
tary, respectively. 


Efficient office methods as a neces- 
sity to good operative management 
was analyzed at the recent Time Study 
and Methods Conference sponsored 
jointly by the Society for Advance- 
ment of Management Inc. and the 
Management division of the American 
Society of Mechanical Engineers. 

In a talk titled “Office and Clerical 
Work,” Ben S. Graham, chairman of 
the future demands committee, Stand- 
ard Register Co., Dayton, O., pointed 
to methods of efficiently producing 
Prompt, accurate records and reports. 
He outlined a fundamental approach 
to the elimination of waste, and ways 
in which management may evaluate its 
results. 

The two-day conference, held at the 
Hotel Statler, New York, dealt with 
all phases of operative management. 

Other speakers included Donald H. 
Dalbeck, treasurer and controller, 
Reed-Pentice Corp., Worcester, Mass.; 
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Cut copy-checking 


...use your photocopy machine 


When reports or records are copied manually, copy-checking 
is usually necessary—which adds to the expense . . . but still 
doesn’t eliminate the possibility of errors. 


The solution is simple: Let 
your photocopy machine serve 
all departments. Then the 
need for costly manual tran- 
scription and copy-checking 

is greatly reduced... and 
100% ‘accuracy. is abways 
assured. And, what’s most 
important, you'll be 
dollars ahead. 


For the best photocopies use 
Kodagraph Contact Paper 
This new paper is made by Kodak 
for use in all types of contact 
photocopiers. It reproduces all 
documents in dense photographic 
blacks, clean whites ... with new 
sparkle and legibility. And it’s 
easier, more economical to use— 
no more split-second timing or 
trial-and-error testing. Order 
it... and see for yourself. 


Kedagraph Contac? Paper 


“‘THE BIG NEW PLUS’’ IN THE OFFICE COPY FIELD 


EASTMAN KODAK COMPANY 
Industrial Photographic Division 
Rochester 4, N. Y. 72 


Mail coupon for 
free bookiet 


Gentlemen: Please send me a copy of “Modern Drawing and Document Repro- 
duction”... your new, free booklet giving full details on Kodagraph Contact Paper. 


Name 


Department 
c y 


r 


Street 


City Zone 
State TRADE-MARK 
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ASSOCIATION NEWS 
(Continued) 


Noble Hall, manager, sales research 
division, Atlantic Refining Co., Phila- 
delphia; Hugh A. Bogle, supervisor of 
management engineering, consulting 
section, E. I. du Pont de Nemours & 
Co., Wilmington, Del.; W. R. Overby, 
motion time analysis supervisor, Carter 
Carburetor Co., St. Louis. 

Also addressing the convention were: 
Walter H. Wheeler Jr., president, Pit- 
ney-Bowes Inc., Stamford, Conn.; 
Roger L. Putnam, president and chair- 
man of the board, Package Machinery 
Co., Springfield, Mass.; Henderson 
Supplee Jr., executive vice-president, 
Attlantic Refining Co., and Andrew M. 
Lang, executive secretary, Methods 
Time Measurement Association for 
Standards and Research, Pittsburgh. 


At the annual business meeting of 
the Records Management Association 
recently, the following members were 
elected officers for 1952-53: Beatrice 
C. Roach (Equitable Life Insurance 
Society of U. S.) president; H. Rosa- 
mund Hartshorn (General Motors 
Overseas Operations) first vice-presi- 
dent; Charlotte L. Willuschat (Under- 
wood (Qorp.) second vice-president; 
Dorothy Dewey (Creole Petroleum 
Corp.) recording secretary; Nell Fran- 
cesca Bramman (Marine Office of 
America) corresponding secretary; 
Jean Collins (National Broadcasting 
Co.) treasurer; Anna E. Brennan 
(Equitable), Jean C. Bruce (Standard 
Oil Co. of N. J.), and Betty McMahon 
(L. Sonneborn Sons Inc.) 2-year di- 
rectors. Directors continuing their 
second year are Alice Johnson (Rem- 
ington Rand Inc.) and Dorothy E. 
Knight (Lever Bros. Co.) 


The Office Management Association 
of Chicago at a recent dinner meeting 
heard Edward McFaul, lecturer, con- 
sultant, and humorist, speak on the 
topic “What Is Your ‘Wash Room’ 
Rating?” Despite its title, the talk 
was designed to suggest techniques 
for the successful handling of person- 
nel relations at the management and 
supervisory level. 


The new Keystone (Philadelphia) 
Chapter of the Systems and Proced- 
ures Association of America elected its 
first officers recently. They are: T. H. 
Linsley (Smith, Klein and French 
Laboratories) president; W. J. Steif 
(Lumbermen’s Mutual Casualty Co.) 
vice-president; W. A. Adams (Girard 
Trust Corn Exchange Bank) secre- 
tary; W. P. Moon (Lukens Steel Co.) 
treasurer; H. E. Bliss (Lukens) na- 
tional director, and Richard Neumaier, 
a systems consultant, director at large. 

In other action, the association’s Mil- 
waukee, Wisc., chapter nominated offi- 
cers for the coming year. These in- 
clude: Milton W. Schaefer (Allis- 
Chalmers Mfg. Co.) president; Robert 


F. Fuhrman (Falk Corp.) vice-presi- 
dent; James C. White (A-C Spark 
Plug Division, General Motors) secre- 


tary; Onni Harju (Trackson Co.) 
treasurer; Herbert Ihlenfeld (Allis- 
Chalmers) director at large, and 


Charles B. Hoffman (Nordberg Mfg. 
Co.) representative to the national 
board of directors. 

The association also announced the 
forming of new chapters in Cleveland, 
O., and Kansas City, Mo. 


The Office Executives Association 
of New York, at its annual election 
meeting last month, voted Fred R. 
Jones, General Foods Corp., to the 


F. R. Jones; A. T. Ruf; T. J. White 


post of vice-president for research and 
study. A. T. Ruf, Ebasco Services 
Inc., and Thomas J. White, Employ- 
er’s Mutual Liability Insurance Co. of 
Wisconsin, were elected to vice-presi- 
dencies for membership and education, 
respectively. 

Other vice-presidential- offices for 
public relations, and programs and 
meetings, went to Leta J. Stroben, 
Globe-Wernicke Co., and Alwyn W. 
Ogden, Universal Atlas Cement Co., 
in that order. 


The Controllers Institute, 1 East 
42nd St., New York, a non-profit or- 
ganization of controllers and finance 
officers from banking, manufacturing, 
distribution, utilities, transportation 
and other fields of business, has elect- 
ed to membership: 

G. Earl Best, assistant treasurer and 
controller, Parker Pen Co.; Hyland 
Freed, controller, American Lead Pen- 
cil Co.; S. E. Meek, controller, W. H. 
Kistler Stationery Co., and Eugene T. 
Quinn, controller, Royal Typewriter 
Co., Inc. 


The American Management Associ- 
ation presented nominations for officers 
for the 1952-53 year at its General 
Management Conference held June 
19-20 in New York. Nominations in- 
cluded: John M. Hancock (Lehman 
Bros.) chairman of the board; Law- 
rence A. Appley, president; Don G. 
Mitchell (Sylvania Electric Products 
Inc.) chairman, executive committee; 
James L. Madden (Metropolitan Life 
Insurance Co.) treasurer and chair- 
man, finance committee; James O. 
Rice, secretary and administrative vice- 
president; Samuel L. H. Burk (Pitts- 
burgh Plate Glass Co.) vice-president, 
personnel; James D. Wise (Bigelow- 
Sanford Carpet Co.) vice-president, 
general management. 

Also; Hoyt P. Steele (Benjamin 
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Electric Mfg. Co.) vice-president, pro. 
duction; A. L. Nickerson (Socony- 
Vacuum Oil Co.) vice-president, mar- 
keting; Joseph M. Friedlander (Jewej 
Tea Co.) vice-president, finance ang 
accounts; Paul H. Schindler (Youngs: 
town Sheet and Tube Co.) vice-presp 
dent, insurance; K. B. Willett, (Har& 
ware Dealers’ Mutual Fire Insurance 
Co.) vice-president, office manage. 
ment, and John A. Warren (American 
Home Products Corp.) vice-president, 
packaging. 


The Washington, D. C., chapter of 
NOMA heard Dr. George Beauchamp, 
consultant on patient education for the 
Veterans Administration, speak og 
“Effectiveness in Presenting Ideas” af 
its final “work-interest” meeting of the 
year. 

Dr. Beauchamp said that the effec 
tive presentation of ideas depended 
upon knowledge of what was to be 
accomplished, knowledge of one’s aude 
ence, and the facility for making the 
audience desire what the speaker had 
to offer. A past member of the Am 
erican Council of Education and thé 
U.S. Delegation to Korea on Educa 
tion, Dr. Beauchamp is also author of 
History of the Profession of Speaking 
and Argumentation and Debate. 


COMING EVENTS 


1952 National Business Show 
October 20-25 
Grand Central Palace, New York 


Systems and Procedures Association 
of America 
October 20-22 
5th Annual International Systems 
Meeting 
Hotel Roosevelt, New York 


Life Office Management Association 
Conferences 


September 21-23 
Netherland Plaza Hotel, Cincinnati, 0. 


September 22-24 
Chalfonte-Haddon Hall 
Atlantic City, N. J. 


National Institute of Governmental 
Purchasing Inc. 
October 19-22 
Seventh Annual Conference and 
Products Exhibit, Edgewater Beach 
Hotel, Chicago 


National Business Teachers Assn. 
December 28-30 
1952 Convention 
Congress Hotel, Chicago 


American Business Writing Assn. 
December 29-30 
1952 Convention 
New York City 
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eThe FH costs 
little more than a 
standard typewriter 


| 3S Sea ee oS 4 ae. a! 


Folding 


Annou nci ng a really small, low-cost 


Machine 


for the office... 


Folding by hand is a high cost 
operation in any office today... takes 
too long, wastes time that should be 
spent on more important work. It’s a 
tedious job that everybody resents. 
... This new Pitney-Bowes FH will 
do all your folding, save temper and 
time, cut clerical costs! 

Only a little larger than a stand- 
ard typewriter, it costs but little more! 

Semi-automatic, and electrically 
driven, the FH is fast, accurate; can 
make two folds at once, will double- 
fold letter size sheets up to 5,000 per 
hour—ten times as fast as manual 
folding! 

Anybody can use the FH after a 
few minutes explanation. You set it 


for any job by just moving two knob 
indicators on the scales, for the widths 
ot the folds wanted. 

The FH takes very little desk space; 
is portable, and can easily be carried 
to wherever it’s needed. Makes eight 
standard folds, in various paper 
weights, sheets as large as 814 by 14 
inches, as small as 3 by 3 inches! 


Tue FH takes only a minute to 
set up, can be used profitably on even 
small jobs. It’s a great convenience— 
in the shop and factory, as well as the 
office. And it quickly pays for itself... 
Ask the nearest Pitney-Bowes office to 
show you—or send the coupon for a 
free illustrated brochure. 


PITNEY-BOWES 
Folding Machines 


Made by Pitney-Bowes, Inc...originators of the postage 
meter...93 branch offices, with service in 199 cities. 


Fe ee a ee ee eer ee ee ears 


PitNEY-Bowes, INC., 
i 2939 Pacific Street, 
i Stamford, Conn. 
I 
1 
| Send free booklet on Folding Machine to: 
I 
i } Name 
/ ; Firm 
Easy! Fold a sample sheet as you want it, Move indicator knobs on the inch scales to 1 a 
then measure the width in inches of the first set the FH for the wanted widths of the first EE 
and second folds on the metal rule, then... and second folds . . . and it’s ready to go! i 
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Cost-Cutting Controls 
(From page 29) 

business. Many companies which have recently in- 
stalled vital records protection programs have discov- 
ered that less than 1 per cent of all records fall within 
this definition. Records should not be considered 
vital merely because they are convenient to have. A 
typical list of vital records includes technical reports, 
process reports, engineering drawings, property rec- 
ords, accounts receivable, accounts payable, inventor- 


ies, corporate minute books, stockholders’ lists, and 
title deeds. 


Why should vital records be protected? 

Surveys of fire insurance companies have proved 
that 43 per cent of concerns experiencing a major 
fire never resume business. On the other hand, a sur- 
vey made by the National Records Management 
Council in Europe disclosed that innumerable plants 
resumed operations in less than a week after being 
gutted by bombings in World War II by transferring 
undamaged tools to other buildings and because there 
was a duplicate of every vital record needed to keep 
the plant in operation. 


What are the methods of protecting vital records? 
(a) Built-in dispersal exists where vital records are 
forwarded to a central office and copies are kept at 
originating plants or branches. This method takes 
advantage of existing circumstances and involves no 
expense until disaster strikes. 

(b) Improvised dispersal may be developed where 
a vital record is currently prepared in several copies 
used in the same location. Minor changes in proced- 
ure may release an existing copy which can be for- 
warded to a vital records center. 

(c) Evacuation can be applied to original vital 
records which are seldom used. For example, older 
general ledgers can be transferred to a vital records 
center. 

(d) Duplication is the most costly of the four 
methods and should be used as a last resort. Records 
may be duplicated for shipment to a vital records 
center by making a special carbon copy at the time 
of creation or by photocopy, microfilm, etc. Com- 
panies which do not have reproduction facilities can 
contract for such services on a time or unit basis. 


What factors should be considered in the choice of 
duplication method? 

The following factors are applicable in selecting a 
duplication method for any office operation including 
that of reproducing vital records: 

(a) Physical characteristics of the record. Size and 
color of the record are decisive factors in selection of 
equipment. Some photocopy devices will not repro- 
duce documents larger than legal-size paper. Small 
diazo machines will not copy bound material nor re- 
produce an image on translucent paper without the 
use of reflex film. Heat reproducing equipment will 
not reproduce from dyes originated by the spirit- or 
gelatin-duplicating processes. Similarly, original rec. 
ords in color that are to be reproduced cannot be 
micro-filmed because resultant images will only pro- 
ject in black and white. 
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(b) Volume of records and intervals at which dy 
plication will be required. Where a large number of 
records is to be reproduced at one time, microfilm may 
prove efficient. Where only a small group of records 
is to be reproduced infrequently, one of the othe 
“fast copy processes” may prove less costly and more 
effective. Volume and frequency will also determing 
whether it is more efficient to utilize existing equip 
ment, purchase new equipment, or contract for occa 
sional reproduction services. 

(c) The cost of the types of duplication available. 
Various duplicating methods vary from $.004 to $.10 
per copy. Cost should include initial purchase price, 
plus cost of material and equipment maintenance, 

(d) The means that affords the quickest copy in 
case of reconstruction. Duplicating methods which 
initially yield readable negatives or positives require 
no reconstruction and th€refore present no problem, 
Processes, such as microfilm, retained as a negative on 
a reel would raise the question, in time of need, of 
the additional cost and time and availability of equip 
ment necessary to develop usable prints. 


What factors should be considered in selecting micr 
film for vital records? 

Microfilm, because of its cost, should be used only 
after careful study. It is most suited for large-volumg 
reproduction. Many companies periodically film 
ledgers, but some have found that carbon-inserté 
ledger pages are feasible in daily operations and afe 
much less expensive than microfilming. 

(a) Reconstruction is a big factor to consider an# 
depends upon the size required and the availability 
of reproduction equipment and supplies of photoset 
sitive paper. This should be thoroughly investigated 
before it is decided to microfilm. 

(b) Microfilm production will be slowed down il 
documents vary in size, are folded, or are stapled t 
gether. 

(c) When subsequent vital records must be inter 
filed wtih an existing group of records, subsequent 
films or a cross index to these subsequent films must 
be spliced into the initial reels at increased cost and 
loss of time. 

(d) Records which contain numerous misfiles o 
omissions will require extra processing time for propet 
arrangement. 


Where should vital records and copies of vital records 
be protected? 

A vital records center should be located outside of 
a primary target area, but close to good transports 
tion and comimunication facilities. It should be a fire 
proof structure with large openwork areas suitable 
for records shelving. The protected records should 
be adequately indexed to provide ready referené 
service. Some companies are large enough to suppor 
their own records center. Smaller companies should 
turn to such places as the country branches of the 
Business Archives Center in New York City and banks 
which have facilities for storage outside target areas. 
How can correspondence be handled effectively? 

(a) By developing a pattern for simple, dired 
letters. 

(b) By substituting, where possible, form letters # 
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“What a deal! Two desk 


SPECIAL OFFER! Yow stationer is 
featuring a real combination deal for a limited 
time... 12 rolls of “Scotch” cellophane tape in 
the economical 1296” size, plus two handsome 
weighted Desk Dispensers that anchor the tape 
for fast, one-hand operation. Both dispensers 
are included in the deal for the price of only one! 

See your stationer today... tell him you 
want Deal ‘‘S’’. It’s a real opportunity to equip 
every desk in your office with a time-saving, 
work-saving Desk Dispenser and ‘‘Scotch”’ cello- 
phane tape! 
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The term “Scotch” and the plaid design are registered trade marks for the 
more than 100 pressure-sensitive adhesive tapes made in U.S.A. by Minnesota 
Mining & Mfg. Co., St. Paul 6, Minn.—also makers of “Scotch” Sound Re- 
cording Tape, “‘Underseal” Rubberized Coating, “‘Scotchlite” Reflective 
Sheeting, “‘Safety-Walk” Non-sli ry “3M” Abrasives, “3M” Ad- 

ives. General Export: Minn. Mining & Mfg. Co., International Division, 
270 Park Avenue, New York 17, N. Y. fn Canada: Minnesota Mining & Mfg. 
of Canada, Ltd., London, Canada. 
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@ Sicher nicht! (Certainly not!) From Wilhelm Tell 
to Zurich belle, every Swiss will spot a good bet 
yards away! Best eraser bet— Weldon Roberts. 
Jawohl! They correct mistakes in any language! 


121 ELLIPTIC. Soft, gray eraser 
in handy elliptical shape for 
pencil and ink erasures on all 
types of work; typing, account- 
ing, drafting, hand-writing. 


34u CORAL PINK. 
Soft, pink, pencil 
eraser in immensely 
popular “stubby,” dou- 
ble-beveled shape. A 
highly versatile eraser 
for general office and 
drafting room use. 


Like the never-miss Swiss, you can’t miss either, when 
you ask your stationer for these world’s foremost erasers. 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St. Newark 7, N. J. 


World’s Foremost Eraser Specialists 


<3 


torm paragraphs for routine, repetitive correspg 
ence. 


(c) By developing a “correspondex” or letter 
ing guide to handle more complicated mass prody 
tion of letters. 


When should form letters be used? 

Form letters can be prepared to handle any re 
titive volume where there is no problem of “indiyig 
ualized” treatment. Studies place the cost of the aye 
age business letter today at 72 cents to $1.25. Maja 
factors in the total cost are preparing, dictating, ap 
typing the letter. Form letters have the obvious ag 
vantage of eliminating preparation, dictation, ang 
all or most of the typing. Where insert typing isp 
quired, the form can be designed to require minimuy 
adjustment to tab stops for the typist. 

Form letters have the additional advantage of @ 
suring a standard quality of response—which is no 
the case when each letter is handled individual) 
with varying quality of reply to the same questions, 


When should form letters not be used? 

Form letters should not be used when there is not 
enough volume to warrant reproducing a particular 
letter in bulk or when a personal, individualized r 
ply is required. In such cases, form paragraphs may 
be developed which can be referred to the typist in 
handling a routine reply without need for special 
preparation or dictation. 

Where there is a volume demand for a standardized 
reply with a personal approach, automatic typewrit 
ers can be used to prepare it from a perforated tape 
In such cases, a typist can monitor a number of type 
writers and, at most, add only short insertions, such 
as name and address, to each letter. 


What factors should be considered in centralizing 
current files? 

(a) Physical accessibility of the files. 

(b) The number of people that a file services. 

(c) Who uses the records? 

(d) Tendency to build up private files which dv 
plicate the central files. This too may be held toa 
minimum if central files furnish fast service. 


Which records should be centralized? 
(a) Those current records which are referred to by 
more than one office. 
(b) Those which partially duplicate one another. 
(c) The inactive records of any office. 


What kinds of filing systems are there? 

All filing systems are variations of alphabetical, mu 
merical, and chronological sequences or combinations 
of these. The principal systems used by the average 
business are: 

(a) Straight numerical. This is used for records 
which are primarily identified by number, such # 
canceled checks or purchase orders. Some corresponé 
ence files are given numerical codes and so fall within 
this category. 

(b) Terminal digit. This is a numerical pattem 
where records are first separated by last number and 
then arranged in straight numerical sequence withi® 
the ten major breaks from zero to nine. Terminal 
digit filing is frequently used for large case files where 
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numbers are assigned in strict numerical sequence 
(insurance policy numbers, license numbers, machine 
parts, or motor numbers, etc.). This is advantageous 
where there are extremely large quantities of cases 
mamtained by many file clerks. Since the most re- 
cently assigned numbers are most frequently referred 
to, the bulk activity in a straight numerical file would 
be in the last few file cabinets. A terminal digit pat- 
tern, however, has the advantage of spreading the 
workload equitably among all cabinets, and simplifies 
interchange of file personnel. 

(c) Strict alphabetical file. This is used for index 
cards and correspondence to outside companies. After 
strict numerical, this is the simplest file to maintain 
provided the rules of alphabetization are formalized. 
File personnel should have written standards so that 
they will know, for example, whether to file “Mc’’ 
before or after “Mac.” 

(d) Geographical file. This is a variation of the 
alphabetical file and is sometimes combined with a 
numercial pattern. The first catgeory may be a state, 
division, sales territory, etc. Papers are then filed 
alphabetically or numerically under the appropriate 
geographical break. Sales orders are frequently filed 
geographically and so are accounting reports. 

(e) Subject file. This is another variation of the 
alphabetical file. Most “personal” files are arranged 
bys subject, such as accounting, administration, per- 
sonnel, etc. Sometimes names of companies and indi- 
viduals are interfiled among subject captions. For 
example, the Acme Equipment Company may be a 


caption between 
Travel Plan. 


(f) Chronological file. This is arranged by date of 
the record, such as daily cash reports or by date of 
receipt, delivery, payment, or other action. Bills of 
lading are sometimes filed this way. 


Accounting Procedure and Ag 


What patterns should be used for correspondence 
files? 

The most important thing to consider is how the 
files are used. Are they requested by name, geograph- 
ical location, or subject? Generally, persons remem. 
ber for short periods of time whom a letter was to or 
from. An alphabetical file will, therefore, satisfy the 
requirements of most routine files with a short life 
of from one to three years . The older a letter is the 
more likely it is to be remembered by subject, so that 
policy files lend themselves exceptionally well to sub- 
ject filing. P 
Should files be weeded? 

Weeding is a highly expensive, time-consuming, 
and inaccurate process. The National Records Man- 
agement Council estimates that files can be stored up 
to thirty years for the price of weeding. A better way 
is to segregate routine, short-lived papers at the time 
of filing. This permits destruction in bulk when re. 
tention periods expire. Furthermore, the decisions 
of what to keep follow a more consistent pattern 
when they are made on a day-to-day basis than when 
thousands of individual papers are reviewed for mass 
destruction. (To page 68) 
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Your office workers appreciate the convenience, and their efficiency goes 
up, toe, when you equip them with famous Sengbusch Handi-pen desk sets. 
They save time and end empty-pen nuisance—one Handi-pen filling equals 
100 fountain pen fillings. Handi-pen is always accessible — always writes 
instantly. 

And Handi-pen saves you money. Exclusive “Capillary Action” inking 
ends ink spoilage and waste — the last drop of ink stays fresh as the first. 

Handi-pens offer a wide variety of pen points — plain or iridium-tipped 
— for ry writing style. Equip your entire office with them — and watch 
your staff do faster, better, neater work. See your stationer or write us for 
further details. 4 


J 172 “SENGBUSCH BLDG. © MILWAUKEE 3, WIS. 
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ERASAG 


UARD ... the typist’s “pal” 


e@ COMPLEMENTS the function of the ERASER. 


e With it you 


can cleanly REMOVE all trace of Errors. 


e SAVES Enough TIME in ONE DAY to pay for itself. 


Smooth Aluminum surface to 
erase against on both Original and 
Carbon Copies. 


Curved surface exactly conforms 
to curved platen. 


Just place it behind the sheet 
you wish to erase from. 


Instantly allows letters to be set 
up by supervisors as measurements 
conform to type spacing. 


Supplied for Elite or Pica type. 


Edges do not slip on paper so 
can be used for drawing with a 
pen and positively no blotting. 


Many letters confirm that the 
Erasaguard is indespensible for 
eficiency. One Secretary writes, 
“I used Erasaguard for several 
months in an office where I form- 
erly was employed and now [I find 
it difficult to get along efficiently 
without one. I would like to 
purchase one or two. Is there a 
dealer in this territory?” 


The Erasaguard is a positive ne- 
cessity on every Typist's desk. 


Sold only by Kee Lox Mfg., Co., 
Rochester, N. Y. and Branches, 
Patent 2260089. 


Price $4.20 per dozen, but you 
can have one for yourself by 
sending 35c U. S. Stamps with 
the attached Coupon. Not over 
2 on any one Coupon at this 
price unless 1 doz. or more is 
ordered. 


She does make mistakes ... 


. .. But she says 
“This ERASAGUARD makes erasures so easy that 


It’s My Real Pal’ 


ee ee ee _ 
You Need a PAL? | Kee Lox Mfg. Co., Rochester 1, N. Y. ome. | 
am. i END od coca evieka cane Dozen 
as ERASAGUARDS Elite OF Pica (] 

™ SEP Rye es ee ee U. S. Stamps 
] | 
Send Coupon at Once ] Se Ae arr ee ere Cr re es Pe GL hag rere | 
THANKS ] eS tre ere arr ee ee ee | 
ss EE rrr Dai ch cabot amess Resea ste 
You will. thank us, too : TNE TAT ee ee eT te 3 
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ONGHORN 


“~~ 
CARBON and RIBBONS 


Whether it’s the V-P’s important correspondence or an 
intra-office memo—make it sharp with Longhorn carbon 
and ribbons! Top-quality in every way, Longhorn Plasti- 
Carbon makes sharp, clean copies over and over—won’t 
slip—won’t curl, in any weather—wé6n’t smudge or “tree.” 
Handles easily, corner-cut for easy removal. Choose the 
backing that pleases you—Longhorn Plasti-Carbon or Wax- 
Back Carbon—for top performance. Available in the right 
weight and finish for every job. 


And for perfect companion quality—vuse 
a Longhorn ribbon... you'll call it the 
“perfect ribbon."' Non-filling, sheer yet 
tough. Types clean and sharp—brings 
praises from the most meticulous person! 


> a Send today for 
aS sai your copy of 


3 WHAT'S 
. YOUR BRAND? 


Longhorn's 
fascinating little 
booklet about 
famous 
Southwestern 
cattle brands. 
Handsomely 
illustrated— 


mer Ce or re 


in Ennis, Texan - Chatham, V. : 


“3 


3 bee RO 3: od 


How should correspondence be organized to facilitate 


destruction? 

One way is to establish a separate set of files for 
routine papers. Some companies use separate folderg 
with different colored labels for routine material, 


Others fasten their routine papers on the left side of ¥ 


the folder. These methods permit annual destruction 
of complete folders and avoid the necessity for read- 
ing all papers within a given folder. 


How can filing and finding be simplified? 

(a) Keep the file pattern as simple as possible, 
bringing like material together. For example, in a 
subject file, a paper is easier to find if the number 
of major subjects is limited. Rather than have a 
folder for Dictaphones under “D,” typewriters under 
“T,” etc., both these folders should be behind a ma- 
jor caption for “Office Equipment.” The fewer choic- 
es of places to file the easier to find. 

(b) Make the file pattern visible through discrimi- 
nating use of folder tabs and guide cards. In an effi 
cient file every label in a drawer can be seen without 
handling. Too many thin folders hinder finding be 
cause the labels cannot be seen. To prevent this, a 
folder should be “‘broken’’ into two folders only after 
it is about one-half inch thick. The position of folder 
tabs should follow a consistent pattern. 

(c) Make cross references for material which re 
lates to more than one subject, showing on the cross 
reference where the original copy is filed. Use charge- 
out cards whenever material is removed from the file. 
This assures control over borrowed material and saves 
time in refiling. Follow-up action should be taken 
on records that have been charged out for exception- 
ally long periods. (To be continued in August) 


Industrial Nations Lead in 
Statistics, Says Solomon Fabricant 

There is a direct relationship between a nation’s indus- 
trial development and the volume and quality of its statis- 
tics, Solomon Fabricant said in the latest Journal of the 
American Statistical Association. He also noted a corre- 
lation between statistical growth and the growth of gov- 
ernment. " 

Mr. Fabricant, who is a professor at New York Univer- 
sity and a member of the research staff of the National 
Bureau of Economic Research, said a “quick glance at the 
statistical publications of the United Nations” will show 
that this country leads all other nations in statistics and 
industrialization. 


He declared that when science and technology are 
transforming industries and institutions, “specific demands 
for information” crop up. At the same time, technological 
change which leads to social change often calls for an 
expansion of governmental activities. “Expanded statisti- 
cal information makes possible government activity—some 
would say interference—of a kind not otherwise possible. 

“Statistics are like lighthouses and street lamps.” The 
government is not only a principal user of statistics but 
also a principal supplier, he said. Trade associations and 
central markets, such as the Stock Exchange, the grain 
market, and research organizations, also help light the way 
for business men and social scientists, he concluded. 


Building Program Nears Completion 

The Imperial Desk Co., Evansville, Ind., is nearing 
completion of its new building program. This will add 
better than 12,000 square feet of floor space to the pro- 


free for the ge Bee, : ductive capacity of the plant and make available 26,000 
asking! : S square feet of warehouse space. 
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UNIFORMLESS UNIFORMITY | 


Girl tellers at the First Federal Sav- Simultaneous : | 
for ings and Loan Association, New York, ~* eames - 
lers wear pearl-gray suit ensembles which Delivery 


provide uniformity without the uni- 


2 


‘ad- Bx: jower cost than you could build them, 
you con buy sturdy, well-finished Corbin 
moilsorting tables . . . with pigeonholes 
in the right sizes and arranged to meet 
Dle, your specific needs. 

1 a & Cotbin mail-sorting tables are made of 
ber selected hardwoods. Joints are dovetailed 
ad glued. All surfaces are smooth-sanded 
ad lacquered. They are shipped to you 
der jnocked-down, complete with all hardware 
na- [needed for easy re-assembly. 


Your Catalog, Sample, Price List 
or Layout.... 


ial and your Personal Letter 
Tellers display new uniforms Delivered Same Time 
NS 
form. The worsted two-piece suits All Sh 
are custom made and though identi- epee envelopes—Only Shepco envelopes 


How to Make 
INYVISJBLe 
Erasures 


With a few feather-light 
strokes, a Rush FybRglass 
Eraser removes the last 
trace of an incorrect char- 
acter — makes it easy for 
you to erase and still keep 
your typing clean and pro- 
fessional-looking. 
Colorful plastic holder 
uses long-life propel-repel 


cal, are modish in appearance. The ~ pn E. ® 
bank has converted a conference room wae MINTES: Al 
into a dressing room for the girls, the FLAVOR FLAP 
who have their attire pressed weekly 
and dry-cleaned three times a month. 
The idea is admittedly experimental, 
but if found successful will be extend- : 
ed to other branches. Men tellers 
will be included too, being provided ENVELOPE co. 
with double-breasted suit jackets. ONE ENVELOPE TERRACE, WORCESTER 4, MASS. 
New York Office: 1133 Broadway, N. Y. 
GRIGSBY THE TYRANTTO |, 3 Saad 
GRIGSBY THE BENEVOLENT Se ee eee 
—PLOT OF NEW OFFICE FILM 
When not busy harassing his clerks 
and stenographers, “Old Grigsby,” 
president of Grigsby Products Co., 
seems to be browbeating his book- 
keeper, Featherbee. Grigsby’s factory 
and production methods are stream- 
lined, all right, but his office is one 
chaotic bottleneck. 
Grigsby, Featherbee, and the rest 
are characters in The Magic Touch, 
a color film released recently by the 
Wood Office Furniture Institute, 
Washington, D. C. 
Entertainingly presenting the idea 
that offices need re-tooling to keep 
pace with growing businesses, the film 
relates the metamorphosis of Grigsby 
from office tyrant to benevolent em- 
ployer. A hard man to convince at 
first, he ultimately realizes that 
straight-line production works the 
same in an office as in a factory, and 


sti- pin below to send that speed, accuracy, and morale are refills. It must pe Pgs 
me quae end sehosst stepped up when work-flow is straight- — or your money back. 
le. prises at how ened out. 
“he sree coats, to Originally intended as a sales train- USH- 
~ sortiny 7with ing film, The Magic Touch proved 

ing tables! helpful enough to warrant production 
ind ts i 
ain of a consumer edition. Private show- =~ fF YBRGLASS 


ings for office planning groups can be 


‘AY ET corbin Cabinet Lock. Wood Products Div.. Dept. om —1 arranged by writing the Wood Office fe 
a a | | Furniture Institute, 730 t ith St., NW E RASE, 
send illustrated literature and prices on Washington, D. C. ew of its 
7 | You Corvin mail-sorting tables. | ipithocastieg showings over television Order from your Dealer 
ing | “me || have been scheduled for the week of or send 50¢ and 
TT || July 6 on WOR-TV, New York, for name of dealer to 
rO- BI awoness | I | the week of Aug. 10 on WBTV, Char- The Eraser Co., Inc. 
100 ts I | lotte, N. C., and for the week of Sept. 104 S. State St., Syracuse 2, N. Y. 
idan wap eniah eipeenantensmmeah _J| 1 on WBRC, Birmingham, Ala. 
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NEW “OPEN-RING” ROUND RUBBER BANDS 
EASIER TO PICK UP, FASTER TO USE, SAVES TIME & MONEY! 
STRONGER ALL AROUND, HIGHLY ELASTIC ONCE AGAIN! 
NO INCREASE IN PRICES WHATEVER 
, SEND YOUR ORDER NOW, THIS HANDY WAY: 
i Clip and Mail This Coupon 

ARCO: ( ) RUSH ___. LBS. NEW OPEN RING BANDS cee 
( ) RUSH SAMPLES, PRICES 


a 


FIRM NAME 
YOUR NAME 
City STATE 


ALLIANCE 
RUBBER, CO. 


ALLIANCE OR 
OHIO LOUISIANA 


Plywood Office In a commendable effort to maintain product stand. 

(From page 33) ards, members of the fir plywood industry got t 

ing panels in use today. In the early days of the gether in the early thirties and formed the Douglas 
plywood industry, animal and vegetable glues were _‘ Fir Plywood Association. By 1938 the association hai 
used to bond the layers of wood. While such glues gotten proper orientation with the result that toda 


are still in use in certain types of plywood, the manu- its membership represents about go per cent of the 
facturers go to the World War II-developed resinous industry’s productive capacity. Standards and spec: 
agents where super-strong panels are needed. Ex- fications have been voluntarily registered with the 
erior plywood wouldn’t be much good if the barest Bureau of Standards of the Department of Commerce 
possibility of its delamination (plys coming unglued) — as _well as test procedures to be observed by the a 
existed. Rigid tests have reen cevised to guard vigil- — sociation’s own staff of inspectors. Such tests are 
antly against this eventuality. exacting, and are applied to representative sample 


"I'm not easy to satisfy!” 


“Take a good look at a girl who simply can’t thing as making-do, because VMP manuf. 
do her best in a noisy, confused office. And tures the most complete line of movable sted! 
that’s just the way it used to be around here __ partitions. There’s a size and style for even 
before we installed VMP all steel Mobilwalls. layout, for every need. That's why with 

My boss agreed that we really needed par-  Mobilwalls you get custom-made partitioning 
titioning, but I’m not easy to satisfy. I wanted Without paying a cent extra. What's mor, 
the best partitioning money could buy. VMP Mobilwalls are flexible — easily « 

The boss isn’t easily satisfied either. He — wy rearranged to suit your pees 
checked and compared every partition avail. "°°°S #” es ep. ' 
able. His choice? Friend, when the Mobilwall FREE. a 
story was laid on his desk, my boss saw the about efficient partitioning. Write today to Virgina 
light. Metal Products Corporation, Dept. OM-7, 1112 Fir 
With VMP Mobilwalls, there’s no such National Bank Building, Pittsburgh 22, Pa. 


_~. > ae 


i 


Virginia 
Metal Products 
Mobilwaile — the ost complete line Corporation 


of partitions! PLANT: ORANGE, VIRGINIA 
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° ce 
Mobilwalls cut sound more than 51/,” 
plaster walls! 
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Mad Fak 


When he retired in 1930 at the age of 


ranufac: 28, Bobby Jones had compiled the 
ble steel most amazing record in golfing his- 
er tory. His 13 national and interna- 
itioning tional championships included the 
$ more, U.S. Open 4 times, British Open 3 
sily ar times, U.S. Amateur 5 times and the 
present British Amateur once. He reached 

his great pinnacle in his final com- 
ue ie petitive year, 1930, when he won 
Virginia golfdom’s “grand slam’. For, be- 
112 First 


tween May and September of that 


eerste 


HIS UNUSUAL RECORDS 


memorable year, he took the U. S. 
Open, British Open, U. S. Amateur 
and British Amateur titles . . . the 
greatest single season anyone had 
ever known in golf! 

Another unusual record: offices of 
7 of America’s 8 largest book pub- 
lishers, 12 of the 15 largest railroads 
and 8 of the nation’s 10 largest 
tobacco companies get better-look- 
ing letterheads or office forms with 
clean, crisp, distinctive ... 


MADE BY EASTERN CORPORATION 


n Re ee oe ee eS ee ee 
“3 golfdom's All-Time Greats, attractively illustrated suitable for 

.GINIA = framing. 
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Wo USE 
LOOKING 
OSCAR ,,..YOu 
CAN'T SEE M 
PAYCHECK 
RouGH THIS 


“OUTLOOK 
ENVELOPE! 


PAYCHECK "OUTLOOK" ENVELOPES 


Eliminate the time required for addressing, also chances of 
making errors. 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check. Nothing shows but the 
employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 
purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


ARIE Tova? { 


Write for samples and prices. 


Le — &e 


Originators Of “Outlook® Envelopes. Est. 1902 


BUY 


Chem-Board Storage Files are permanent. They cost and 
about 50% less than steel; cost less than some 
corrugated paper files. 


Chem-Board is the product of our exclusive process 
for chemically impregnating 350 pound test corru- 
gated fibre-board to make it flint-hard and rock- 
strong. Fully loaded Files can be stacked to the 
ceiling without intermediate supports. They mate 


ao, 
te) 


taken from every shipment of plywood leaving a 
member manufacturer’s plant. Manufacturers in most 
cases also conduct their own tests for product efficien- 
cy. 
Plywood manufacturers and Douglas Fir Plywood 
Association people point out that plywood is cheaper 
to use than masonry, priced competitively with ordin- 
ary lumber. However they add that plywood in many 
instances is cheaper than lumber by reason of the 
reduced time consumed in building with plywood, 
and less waste. 

“Labor is still the big cost factor in building,” a 
plywood man said, “even though materials have all 
gone up in price. When a construction crew starts 
handling plywood panels, the job goes much faster. 
Plywood, because of its cross-grain construction, is 
much stronger than some thicker units of ordinary 
wood, and so offers another economy.” It was addi- 
tionally pointed out that the building codes in muni- 
cipalities around the country are generally favorable 
to plywood. 


Tabulating 
(From page 21) 


heads. Girls who achieve proper stature can be given 
this job rating with its higher salary range. You do 
not need to be afraid you will have too many floaters. 
We have never had enough. 

Machine operators should also have a chance to 
practice wiring panel boards and test out any new 
ideas they may have. A rotating schedule whereby 
one operator is free most of the time for this work or 
to go to a special outside school is advisable. It will 
also give you another way of gauging the intelligence 
and growth of your operators. 


There has been a great deal of emphasis through- 
out this talk on the importance of personnel and the 
fact that machines do not change any of the sound 
principles of human relations. Machines by them- 
selves are lumps of steel, but as the tool of a human 
brain they can do wonderful things. Never should 
the machine come first in your habits of thought. If 
you are turning to them because you want to rid 
yourself of doing a high-grade employee relations job, 
you are thinking incorrectly. Tabulating machines 
will reduce your need for low-level personnel but in- 
crease your need for high-level personnel. 

Whether you look at your punched card system at 
close range or from a distant perspective, the basic 
principle of efficiency is not altered:. it is one of 
proper human relations. 


.: together vertically . . . operate freely without sag- i 6 99 
7 ging or binding : ° sapel vermin = . can’t vont Burgess-Manning “Snubbers 
aes are impe: Fa Ronee +o ... have — Reduce Office Noises 
a2 F oe oe eee So - The Burgess-Manning Co., Libertyville, Ill., has intro- 
aeee™ Renee Te en duced special “snubbers” designed to reduce office noises [ 
7 steel Ty They have 4 Y created by the operation of compressors, blowers, internal 
= no gum or fixtures to CONVOY. board! combustion engines, and the like. In conjunction with this, 
a ; work loose. Write today . 2 x 
= for list of users, illus- STORAGE FILES the company has announced inauguration of an ne 
er Selalis chacton Dele 7 ing advisory service to help administrators who are plague 
% ee Franchise. PO Station B, 216-D > Canton 6, Ohio by noises in critical areas. 
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The Binding of 
OFFICE RECORDS 


—at its Simplest and 
Best with 


ACCO FASTENERS 


ACCO PRODUCTS, Inc. 
OGDENSBURG, NEW YORK 
In Canada: Acco Canadian Co., Limited, Toronto 


Write for § 
Bulletin OV-4 


the line that’s 
“way up there” 
in advanced design 


Salesman, typist, secretary, top exec. . . there’s 
a Skyliner desk for every need. Sleek, dignified 
lines combined with rugged strength lend an 
air of distinction to any office. 


Write for Free Literature! 


Illustrated literature, catalog, and com- 
plete information available on request. 


ORNA-METAL PRODUCTS CO. 
2412 So. Seventh St. ¢ $t. Lovis 4, Mo. 


More Sales Features— 
More Sales 


Led by architects and office planners 
the trend is to Office Valet wardrobe 
equipment. By keeping wraps dry, aired 
and open to germ killing light this 
modern steel equipment helps prevent 
spread of epidemics and resulting ab- 
senteeism. Keeps wraps “in press,’ helps 
employee morale, saves floor space, fits 
in anywhere, ends locker room evils. 


Widely advertised in general busi- 
ness, institutional and trade magazines 
this line offers an almost unlimited op- 
portunity for profitable sales to offices, 
factories, schools and institutions. 


VOGEL - PETERSON CO. 


624 So. Michigan Ave., Chicago 5, Il. 


Every detail is an “Executive” feature of superior quality 
in this modern, functi I line of fine desks and matching 
accessories. Write us for name of your nearest dealer. 


QUALITY guaranteed 
EFFICIENCY proven 
BEAUTY unsurpassed 


3 PRICE BRACKETS 
3 COMPLETE LINES 


ra ih oe 
s 


P.O, BOX 1048 — OKLAHOMA CITY, OKLA, 
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Decentralized Filing 
(From page 23) 


follow when determining what goes where, is immedp 
acy. Files a department refers to constantly are 
close at hand, those referred to “now-and-then” rage 
less valuable space, while “deadwood” is routed 
the archives or destroyed. 


. 7. 
file is To learn how well its files are functioning, and 
determine the need for revising them or creating 
= better ih new ones, the General Records Department conducts 


continuing records analyses. Records-planning clerk 
make these surveys, submit written summaries @ 
existing conditions, and recommend actions to Mig 
Because - -- SMEAD'S business, for 46 Knight and to the head of the department concerned, 
years, has been built on knowing the filing ike such study resulted early this year in eliminating 
; 7 ourteen filing cabinets from a department. 
requirements of your business. After another recent survey—this one of a section 
which hitherto controlled its own files—it was decided 
that centralizing its records would “benefit the entire 


- - department.” The analysis disclosed the following 
Because - - SMEAD'S products are all "OFFICE | conditions: “1) The duplication of records in two or 


TESTED" before being marketed. | more files. 2) The separation of related material in 


Because-- Ne manufecturer can possibly use | Various files. 3) The presence of inactive records that 


° should be transferred to storage. 4) The absence of 
ngs seen o consistently go a standard file classification. 5) The lack of file com 
into the , 


trol. 6) The absence of proper housing for oversix 
THE SMEAD MANUFACTURING (O., INC. 


material.” 
HASTINGS, MINN RECOMMEND CENTRAL CONTROL 
' e 


Recommendations read in part: “Based on the 
above existing conditions it appears that a centralized 
aS control of the records would provide a more effective 
Rich oe . file service for the department. The elimination of 
; Hammerloid duplicate records, the bringing together of related 
ae GRAY or ae ; . material in one place, the weeding out of inactive 
GREEN ee *} | records for storage, thus reducing required file space, 
Ris 4 |a uniform file classification, and central file super- 
oven-baked ae: ee oid i 

finish oo Dg: ee! | | vision would benefit the entire department. 
se : ba “Under a centralized control, records now mait- ‘ 
LETTER ~~ : § | tained by individuals in scattered locations would be 
& LEGAL eee ‘4 | combined with related records and set up as work 
SIZES ~ “oy "4 | able file units in one location, under one control...” | 


wl ¢ Within the past two years four such “separate’ 
V AN G U AR D ieee Sa | departments have had their files centralized under the ; 
3 fem | supervision of the General Records Department. One ‘ 
Steel STORAGE FILES 


once had its filing done on an “overtime basis” by ( 
serve as ACTIVE files with posi- 


an assortment of secretaries not especially instructed 
tive, simple stacking provisions, “ sturcy Recessed 


in sound filing practices. Its file clerk now is a trained 
Base with Toe member of the records section. Like all Lever file 

plus Clearance at Front’ | Clerks, she is instructed not only in the maintenance 
@ Brass finish cardholder and handle. of one file, but in the maintenance of several, per 


‘ mitting her to fill in at file stations where the work 
eee = @ Pour petien for anes of eperetion. load is extremely heavy. She has a manual of file pro 


DELIVERY @ Index guide rod with brass knob. cedure to refer to—a guide compiled during the in 
@ Self-locking follower available. stallation of her particular section. If her duties it 

clude “subject” filing, she has a concise breakdown @ 
rg subject classifications to aid her, also. Then, to, 

_. Vang oo during daily file inspections by Miss Knight, she maj 

a prs ask questions on any puzzling aspect of her work. 

& Manupacliring “In our subject file installations,” Miss Knight & 
plained, “we are endeavoring to standardize our mail 
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on. i A typical Rock-a-File Steel MODULAR sinialriltian 
yn the m oO re | U | a r fu r n it U re a ‘i interior. Modern in appearance—efficient in design. 
ralized = ean 
Tective : 


ci choose the arrangement Just right for you! 


Rock-a-File MODULAR—the versatile 
mai § office furniture. Precision-engineered for complete 
“J interchangeability to suit your individual taste and 


12 personal working habits. 
Rock-a-File MODULAR units— desk, file, book- 


Arrange it 
Yourself 


varate” 2 A * to fit your 
jer the} case, waste receptacle, typewriter cabinet, corner office 
t. One cabinet and shelf storage cabinet—easily connect * tot your 


sis’ by§ to companion units to best fit your office space. s 


— Here is comfortable, working efficiency com- 
‘ee fi bined with smart, modern appearance that is eco- 


enant} Omical, too. A complete Rock-a-File private-office 
il, pe{ interior actually costs less than a good steel desk, 
> work§ table and four-drawer file cabinet combination. 

ile pro Steel construction throughout, available in gray 
the for walnut finish—also available in wood with natu- 


ms ral walnut finish. 


n, 00, al 
he maj | 
rk | WRITE TODAY My ROCKWELL-BARNES COMPANY 
~s for catalog and name of nearest dealer MRM RCs Cm Lis Mane LL 1, WL. 
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subject classifications, except where it is necessary to 
design classifications for special material.” 

The standardization project is built around “rela- 
tive card indexes” which grow along with file instal- 
lations. Containing the titles of all subject classifica- 
tions and references to related classifications, the in- 
dexes serve as cross-reference guides as well as aids 
to standardization. 


Besides filing material by subject, General Records 
stores information numerically, geographically, and 
alphabetically— in short, utilizing the four basic filing 
systems. Naturally, the records themselves determine 
the particular system employed. Sales administrative 
records, for instance, are filed by subject; customer 
account records, alphabetically. For the latter Lever 
uses the Remington Rand Variadex method, where- 
by accounts having five or more filed items receive 
individual name folders, and accounts with less than 
five are filed in miscellaneous alphabetic folders be- 
hind alphabetic guides. In the subject files, guides 
at the left, in first position, indicate main subject 
classifications, guides in section postion, the sub- 
classfications and guides on the right, in fifth position, 
the sub sub-classifications. Folder titles straddle third 
and fourth positions. 

General Records has approximately 5,100 drawers 
of material located within the glass walls of Lever 
House. Each month its staff puts into them about a 
half-million pieces of material, handles about 30,000 
references, and duplicates about 3,000 sales invoices. 


HANDLING OF REFERENCE REQUESTS 


With most pertinent information close to the de- 
partment that needs it, references to the eighth-floor 
central files are considerably reduced. When a refer- 
ence request is initiated, however, the chain of events 
goes something like this: 


A particular record, a sales invoice let’s say, is 
wanted by an executive in the accounting depart- 
ment. He fills out a request slip which asks his name, 
section, invoice required, date, the particular Lever 
division the invoice concerns, and whether he wishes 
the original, a copy, or any related papers. A combin- 
ation of mail clerks and a conveyor system which 
makes a circuit of Lever House every eight minutes, 
carries the slip to General Records. Here, a “look- 
up” clerk locates the invoice and removes it from the 
file. Most likely a copy and not the original was re- 
quested, so another member of the records staff re- 
ceives the invoice for duplication on a Thermo-Fax 
machine, a product of Minnesota Mining & Mfg. Co. 
Within twenty seconds a legally-acceptable facsimile 
is turned out, and is shortly riding the conveyor 
back to that accounting executive. (Originals never 
leave the building, and since Thermo-Fax copies are 
often used as working papers, they leave the depart- 
ment less frequently too.) 

Urgent requests by phone get immediate attention, 
of course, and are hand delivered. 

Girls at the central files are given varied duties to 
avoid monotony—filing, sorting, typing—and like all 
female employees at Lever House, are permitted to 
smoke at their desks. Girls at sub-stations handle all 
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CLASSIFIED ADVERTISING 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads ¢/> 
OFFICE MANAGEMENT & EQUIPMENT, 212 Fifth Ave, 
New York 10, N. Y. 


For Sale and To Buy. Used Equipment 


—., 


WANTED—ALL TYPES Office Machines, Filing Equipment Furniture 
Kardex, Acme Postindex. Will pay more than trade-in allowances. Write 
ee CAnal 6-2054. National Office Equipment Co., 487 Broad. 
way, N. Y. 


FOR SALE NCR No. 3000, 6 totals, automatic balances, front feed, 
18 in. carriage, 2 form bars, under maintenance contract, excellent con. 
dition. Jos. Guss & Sons, Inc., 623 H. St., N. W., Washington, D, ¢, 


Employment Service 


QUALIFIED MEN whose earnings have been $3,000 and up. This con- 
fidential exchange, now in its 19th year of service to high-grade men, 
specializes in individualized personal service, in opening contacts and 
negotiating for satisfactory salaried positions. Eugene L. Williams, 22% 
W. Grace St., Richmond, Va. 


BUSINESS ADMINISTRATION: For Profs, Advertising, Accounting, 
Met., Mktg., Retailing, etc. Master-Doctors Degrees. Colleges-Univer- 
sities. Salaries to $7,000. Cline Teacher’s Agency, East Lansing, Mich. 


SALARIED POSITIONS, $3,500-$35,000. If you are considering a 
new connection, communicate with the undersigned. We offer the origi- 
nal employment service (40 years recognized standing and reputation). 
The procedure of highest ethical standards, is individualized to your 
personal requirements and develops overtures without initiative on_your 
part. Your identity is covered and present position protected. Write 
for particulars. R. W. Bixby, Inc., 292 Dun Bldg. Buffalo 2, N. Y. 


INFORMATION SERVICE 
FREE 
TO SUBSCRIBERS 


The Subscribers’ Information Department will 
supply you with any information you require re 
garding the source of supply of any office equip- 
ment, systems, services or supplies. 


Write us whenever you are interested in learn- 


ing the source of any particular office service, 
article or brand name and we will endeavor to 
promptly advise you where it can be loeated. 


OFFICE MANAGEMENT 
& EQUIPMENT 
The Magazine for Office Executives 


212 FIFTH AVENUE NEW YORK 10, N. Y. 
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functions of their province, and in most cases are the 
only persons authorized to insert or withdraw records. 

As chief of a department scattered throughout the 
building, Dorothy Knight makes frequent tours to 
her dispersed outposts, and approves all requests for 
new filing material or equipment. 

Miss Knight was formerly metropolitan records 
analyst for the systems division of Remington Rand, 
Inc., and during the war was associated as records 
chief with the Airport Development Program for 
Pan American Airways under the jurisdiction of U. S. 
Army Engineers at Recife, Brazil. 

Now, at Lever House, she heads the vital, well- 
administered General Records Department, a section 
run with integrated, up-to-date techniques for easier 
and more efficient operation. It is a set-up still 
growing, still seeking new ways to simplify its func- 
tions, but one, like the building which houses it, 
eager to utilize modern concepts that produce better 
work and working conditions for all. 


Noise Costs Money! 
(From page 27) 


to determine the extent of projected sound condition- 
ing that should go into the new structure. The test 
was made on the control department, where 30 per 
cent of the employees were on a bonus plan. The 
department also included typists, checkers, machine 
operators and other employees. It was found that the 
efficiency of the bonus workers increased g.2 per cent 
in the first year they worked in the sound conditioned 
room. The results of a test period of two years and 
four months, in which careful records were kept, 
showed that typists’ errors decreased 29 per cent and 
those of machine operators 52 per cent. 


SOUND-CONDITIONED OFFICES SURVEYED 


Surveys made by Doctors E. K. Berrien and G. W. 
Young of Colgate University, showed that there was 
a very definite improvement in telephone efficiency, 
accuracy, over-all production and morale after the 
installation of sound conditioning in offices. 


To put it another way, sound conditioning saves 
money. Minimum office standards may seem econom- 
ical, but prove costly in the long run when they re- 
sult in low morale, errors and inefficiency. Douglas 
Lathrop, writing in Buildings Magazine, cites his 
own experience during World War II while working 
in a room with twa other people where there was no 
acoustical treat nent, tea floors and ceilings, poor 
lighting and pobr ventilation. His salary was $8,000 
yearly at that time, and he calculated that the defi- 
ciencies of his office quaiters resulted in a 20 per cent 
loss in efficiency—or $1,600 yearly. Multiply this by 
the number of executives and lesser employees who 
are harried by poor working conditions in the aver- 
age office, and he total loss is staggering. 

The Bell Telephone Laboratories estimated that 
noise which decreased the efficiency of a routine work- 


er will decrease the output of an executive by 30 
ber cent. 
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A Time-Saving "DUX" On Every Desk 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 
Available at all leading 
Office S: cuore O | & Satton- 
ery 


Exclusive Distributor 
Fred Baumgarten 
675 Cooledge Ave. 

Atlanta 6, Georgia 


Are Your Guide Tabs 
BROKEN? ces wen come Ea 


Unbreakable Substitute with 
Spring Jaws 
clamp them firm- 
ly to cards but 
permit removal or 

rearrangement. 
Large openings covered by transparent 
js any oy white, blue, y a... yellow, 
or red 
fon sertable labels in orated strips for typing. 
2 Sizes, 1 in. wide, ona in. Tops Peraight or bent back. 
| by leading stationers,; U. S. and foreign, or sent post- 
paid to eg firms on 30 days’ trial. Price list free. 
ples (5 or less) 2 cents each. 
102328 used by Sears, Roebuck & Co. 


CHAS. C. SMITH, Manufacturer, Box 822, EXETER, NEBR. 


SALESMEN 
é 1952 1890 


Different? — Yes— but 
exactly alike in their 
dependence upon 
BEACH'S 
“COMMON SENSE" 
EXPENSE BOOKS 


to keep track of their 
traveling expenses. 


Seach Publishing Co. 


7338 Woodward Ave. 
Detroit 2, Mich. 


INALLY 


UOUS ing Business Forms 
since 1897. Call Mr. 


plete information and 
samples. 


INTERLEAVED Phone: 


SNAPSETS (iakumaieeeo 


ALFRED ALLEN WATTS CO., INC, 218 WILLIAM ST. 


"NEW YORK 38, N. Y. 
Plants: New York @ Newark @ Belleville 


HED We are specialists, mak- 


Ruskin Watts for com- 
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oF 
for office chairs if you 


eae? aaa 


hes 


replace customers’ 
worn casters with jf 


“ers rie 


Easier-swiveling, due to 
exclusive, two-level, ball- 
bearing construction. 
Finest made. Soft rub- 
ber-tread or solid compo- 
sition wheels. Types for 
all office chairs. 


Bassick “Diamond-Arrows” 


They’re worth keeping after! Though today’s shortages have 
made Bassick Casters scarce, the situation is improving. 
‘These nationally-advertised favorites are still first in cus- 
tomer preference, and satisfaction! THE Bassick Company, 
Bridgeport 2, Conn. In Canada: Belleville, Ont. 


<7] Bassick 


A DIVISION OF 
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Acco Products, Inc............. 73 
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Aluminum Seating Corp....... 55 

American Carbon Paper Mfg. a 
Agency: togars & Smith" 
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Agency: Edward Sigler Adv. 
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YOUR DESK 
IS ALL OF THIS 


Partner of your business day; 
custodian of your hopes and schemes 
and plans put down on paper. 


The friendly place you lean your elbows 
and, deep in thought, 

project your business 

across the rushing years. 


Or, hoist your heels 

up to its comfortable top 
and relax, 

for a minute or two. 


The place you greet a friend, 

an associate, a customer, 

offer him a chair, 

and listen 

to his problems and his successes. 


The precise neatness 

of its morning’s top 

becomes the cluttered surface 

of your middays 

that you sweat the afternoon to clear. 


Headquarters of your decisions, 
container of your hopes, 

escape from your disappointments, 
caretaker of your possessions, 

and taskmaster unequalled. 


Your desk is all of this... 
and more. 


Make it a good one. 


BERGER MANUFACTURING DIVISION 
Republic Steel Corporation 
Canton 5, Ohio 


STEEL OFFICE 


everywhere 
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UNDERWOOD, 


Imagine . . . 7,000,000 of them! Yes, seven million office-size 
Underwoods! 


Who'd think any manufacturer had made that many type- 
writers for business! No wonder Underwood is recognized 
as the “Typewriter Leader of the World.” 


And those 7,000,000 Underwoods prove that we secretaries 
certainly know a good thing when we use it. 


Have YOU seen the new Underwood with that smooth, 
s-m-o-o-t-h touch and Underwood’s exclusive See-Set 
Margins? 


Your local Underwood representative will gladly give you 
a demonstration. Phone him right now! 


Note the Underwoods 
Wherever You Go 


Wer 


Underwood Corporation 
Typewriters ... Adding Machines . . . Accounting Machin 
Carbon Paper . . . Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 
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